    King County Green Schools Program

Energy Conservation: Level Two

Best Practices Guide for Schools
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Use this guide to 
· assess your school’s energy conservation practices.
· learn about and help plan actions your school can take to reduce its energy use and to educate students and staff about energy conservation.
Assistance: Ask for help from the King County Green Schools Program. For participating schools, the program provides assistance and guidance. 

In public schools, many conservation practices in this guide are handled by school district staff. The King County Green Schools Program will work with your district staff to find out which actions are handled by your school district.  

Resources: Energy Conservation Resources on our program website. 

Recognition: To be recognized as a Level Two King County Green School, complete the steps listed on the last page of this guide. 

Best practices are divided into 
· Maintain Level One waste reduction and recycling practices
· Assess and monitor
· Education and outreach 
· Lighting and plug loads
· Heating and cooling


[bookmark: Text2][bookmark: _GoBack]School name:         
[bookmark: Text11]School district:       
[bookmark: Text1]Date:        

Name of district resource conservation (RCM) or facilities manager:      
Contact information for district RCM or facilities manager:      

Name of person completing the Level Two guide:       
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	[bookmark: Check31]|_|  Principal
	[bookmark: Check32]|_| Custodian
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	[bookmark: Check34]|_| Parent
	[bookmark: Check35][bookmark: Text10]|_| Other      







A. [image: ]Maintain Level One waste reduction and recycling practices 
Complete the following 5 REQUIRED actions:

|_|     1. Maintain Level One practices, including a 40 percent or higher recycling rate. Use the recycling rate worksheet to calculate your school’s current recycling rate to make sure your program is still on track. 

Ask your King County program representative if you need help with this step. 

As of       (insert date), our school’s recycling rate is       percent.  Notes:       


|_|      2. Add one more waste reduction or recycling (WRR) practice from the Level One guide.
What additional WRR practice did your school complete?       Briefly note when and how your school did this:      

|_|      3. Recycling education and outreach: Continue to educate every student and staff 
          member about materials that can be recycled at your school and regularly remind 
          students and staff - especially at the beginning of the school year, in January after the
school break, and in early spring - about your school’s recycling program. Briefly note when and how your school did this:       Resource: King County Green Schools Recycling Toolkit

|_|	4. Waste reduction education and outreach: Remind students at the beginning of the school year, in January after the school break, and in early spring about the waste reduction practices your school expects them to follow.  Briefly note when and how your school did this:        Resource: King County Green Schools Waste Reduction Toolkit

|_| 	5. Announce to students, staff, and parents that your school is a Green School.  Display your Green School banner. Briefly note when and how you did this:      



















B. Assess and monitor[image: ]


Students and classrooms
Ask your district’s resource conservation manager or facilities manager to share how much energy your school uses each year. Talk with your school custodian to gather information about energy use and conservation in your school.  


Complete the following 3 REQUIRED actions:

	|_|      1. Use this guide to assess your school’s current energy conservation practices. Notes:      



	|_|
	2. Find out how much energy your school uses. Establish baselines for electricity and natural gas. Public schools: Ask district staff for data. Private schools: Obtain data from utility invoices.
Electricity: As of       (enter date), our school’s average monthly electric use in kilowatt hours (kwh) is       and the average monthly cost for electricity is $     . As of       (enter date), our school’s annual electric use in kilowatt hours (kwh) is       and the annual cost for electricity is $     .  Notes:      
Gas: As of       (enter date), our school’s average monthly gas use is       and the average monthly cost for gas is $     .  As of       (enter date), our school’s annual gas use is       and the annual cost of gas is $     .  Notes:      

	[bookmark: Check2]|_|
	3. Have a team -- or a district or school staff member -- monitor energy use at least twice during the school year. When was energy use reviewed? List dates:      List staff member or team responsible for review:      



OPTIONAL

|_|	4. Set a goal of reducing energy use by five percent -- or       percent.  

If data is available, compare current energy use with energy use during the previous year. Notes/data:      














[image: ]C. Education and outreach


Students and classrooms
Learn about energy conservation and take action to conserve energy!  See project ideas below. If your school does not have a student Green Team, start one – or recruit new members for an existing team. Set a goal of reducing energy use by two or more percent.   


Climate change connections
Conserving energy combats climate change because much of the energy we use comes from the burning of fossil fuels, which emits greenhouse gases that contribute to climate change. Many homes and schools are heated by fossil fuels, including natural gas. See #10, #11, and #12 below. Resources: King County Energy Resources; 
Washington State Recycling Association energy and fuel fact sheet

Complete at least 4 of the following actions:

	|_|
	1. Post signs on or near light switches to encourage students and staff to turn off lights in unoccupied spaces.  Ask your King County Green Schools representative for free signs!      


	|_|
	2. Post signs on or near electric equipment to remind students and staff to turn off computers and other equipment when not in use.       


	|_|
	3. Create an “Energy Conservation Patrol” who will take care of assigned classroom tasks such as turning off lights, shutting down computers, etc. You can give each student job a title (e.g., “Light Watcher”).      


	|_|



|_|


 |_|
	4. Create a classroom Energy Conservation Pledge. Briefly describe how and when your school completed this action:       
Resource: Energy Conservation Facts

5. Create a custodial Energy Conservation Pledge. Briefly describe how and when your school completed this action:      

6. Once each month, in morning announcements, at staff meetings, and in other appropriate venues, share an energy conservation fact, tip, or practice.  Briefly describe how and when your school completed this action:       


	|_|
	7. Annually inform staff, students and parents about the school’s energy use.  Date the information was shared:        Method used to share data:      


	[bookmark: Check62]|_|
	8. Contact your local utilities or agencies to schedule speakers or to request classroom resources about energy conservation. Briefly describe how and when your school did this:      


	[bookmark: Check63]|_|
	9. Include energy conservation themes in classroom assignments or activities such as science, reading, current events, math, and art. Briefly describe how and when your school did this:      

	
|_|
	10. Have students calculate their personal “carbon footprint” using one of the many online calculators and ask them to write, draw, or present about simple things they can do to reduce their footprint. Briefly describe how and when your school did this:        Resources: Energy conservation - scroll down to “calculators.”      


	 |_|




 

|_|


	11. Include information about climate change as you encourage energy conservation practices. Educate students and staff about how conserving energy reduces greenhouse gas emissions that cause climate change. Briefly note how and when your school did this:        Resources: King County Energy Conservation Resources; Washington State Recycling Association energy and fuel fact sheet 

12. Create an instructional video for staff and students on what they can do to conserve energy. Briefly describe how and when your school did this:      

	 |_|


 |_|


 |_|


 |_|



 
 |_|

	13. Add tips to your school website about conserving energy. Share the link to your website:      

14. Educate students and staff about your school’s energy conservation goals and results. Briefly note how and when your school did this:       

15. Become an EPA Energy Star certified school and share the certification results with your school community. Briefly note how and when your school did this:      

16. Build or renovate school building(s) to meet Washington Sustainable Schools Protocol (WSSP), Leadership in Energy and Environmental Design (LEED), Green Globes, Living Building Challenge, or another green building standard. Briefly note how and when your school did this:       Resource: Green Building

17. Explore how turning off lights helps salmon and create a display about it. Briefly describe how and when your school did this action:      

	
[bookmark: Check67]|_|
	
18. Other:        (In what other education/outreach activities about energy conservation did students and staff members participate?) 



Notes:      	Please send project samples to your Green Schools representative.



D. Lighting and plug loads[image: ]


Students and classrooms
You can help to complete the first three actions below. 

Complete the following 5 REQUIRED actions:

	[bookmark: Check4]|_|
	1. Turn off lights in unoccupied spaces.      


	|_|
	2. Use daylight instead of electric lights: In occupied spaces, open blinds when adequate outdoor light is available and then turn off some or all of the lights.         



	|_|
	3. When they are not in use, turn off or put to sleep all computer monitors, peripherals (such as printers and scanners), and other electronic equipment (such as projectors, smart boards, and photocopy machines). Some schools organize student volunteers to take turns shutting off all monitors, etc. at the end of each school day. Some school districts have computer software that will automatically shut off all computers at a specific time each day.      

Please check this box if your school’s computer equipment is shut down automatically at the end of the day.  |_|


	|_|
	4. If available from the school’s energy provider at no cost, use vending misers or timers to control vending machine lighting and compressor use. If not available at no cost, consider this a recommended strategy. The school also can ask the vendor to permanently turn off front panel display lights on all vending machines.  

If vending misers or timers are not available at no cost, check this box: |_|
If your school has permanently turned off the display lights on all vending machines, check this box: |_|
If your school does not have any vending machines, check this box:  |_|
Notes:      


	|_|
	5. Confirm with the custodian that weekend and vacation shut-down procedures for lights and electronic equipment are followed.       



Students and classrooms
For items in this section, you can interview your custodian and kitchen staff, or ask your district resource conservation or facilities manager which actions are regularly handled by your district.

Complete at least 2 of the following recommended actions:                   

	|_|
	1. When possible, make use of task lighting such as desk or under counter lamps instead of central lighting.      


	|_|
	2. When using projectors or smart boards, make sure they are on energy efficient modes, if available.       


	|_|
	3. Work with your school administration or district to restrict the use of personal or supplemental space heaters, refrigerators, coffee pots, and other appliances in offices and classrooms.      


	|_|
	4. Consolidate or centralize after-hour activities into common areas, adjacent classrooms, or one wing of the building, and then reduce or turn off lights in unoccupied areas.      


	|_|
	5. Keep lamps, light fixtures, ceilings, and other room surfaces clean to reflect light.      


	|_|
	6. Clean/vacuum refrigerator condensing coils twice yearly.       


	|_|
	7. Consolidate food stored over the summer in as few refrigeration units as possible -- and then shut down unnecessary refrigeration units during the summer. After the last day of classes, empty and unplug refrigerators in Family and Consumer Science classrooms and other areas.      


	[bookmark: Check29]|_|
	8. Replace incandescent lights with fluorescent bulbs or tubes or LED lights that are marked with the Energy Star label.      


	[bookmark: Check42]|_|
	9. Install occupancy sensors in frequently used rooms.      


	[bookmark: Check43]|_|
	10. Use multiple switches to customize light levels.      


	[bookmark: Check44]|_|
	11. Schedule or program lighting controls, if these are available in the school facility.  Check this box if lighting controls are not available: |_|       


	[bookmark: Check48]|_|
	12. Purchase only energy-efficient equipment such as products that carry the Energy Star label, which indicates that the equipment meets strict energy efficiency guidelines.      


	[bookmark: Check49]|_|
	13. Other:        (What other practices can the school implement to reduce use of electricity?) 



E. Heating and cooling[image: ]


Students and classrooms
You can help complete the first two actions below. For the remaining items in this section, you 
can interview your custodian or ask your district resource conservation or facilities manager 
which actions are regularly handled by your district.


Complete the following 7 REQUIRED actions:

	|_|


	1. Check building regularly for energy waste and report to appropriate maintenance staff. This checklist can be used as a tool to complete this action. Note here when the building was checked and what problems (if any) were reported to which staff:      


	|_|
	2. Regularly encourage students and staff to dress appropriately for the season so that they will be comfortable with the standard thermostat settings in #3 below. Briefly note  how and when you completed this action:      


	|_|
	3. Set standard heating and cooling points: 68° F - 70° F during the heating season and no lower than 75° F when air conditioning. Then do not tamper with thermostats!      


	|_|
	4. Set hot water temperatures no higher than 120° F.      


	|_|
	5. Keep hot water pipes insulated.      


	|_|
	6. Ensure that weekend and vacation shut-down procedures are followed.  Schedule all HVAC systems to be OFF during weekends, holidays, and extended breaks. Use overrides for heating and cooling after school hours.       


	|_|
	7. Use programmable thermostats, when possible.      






Students and classrooms
You can help to complete the first three actions below. For the other items in this section, you can interview your custodian and kitchen staff.

Complete at least 2 of the following recommended actions:

	|_|
	1. Keep HVAC vents and grills unobstructed or free of obstructions such as papers, books, etc. Briefly note how and when your school did this:      


	[bookmark: Check52]|_|
	2. Keep windows and doors closed when heating/cooling is on. Ensure that doors to the outside of the building are not left open longer than necessary when heating and cooling. Classrooms should keep their windows and doors closed when heating and cooling except for periodic airing out to improve indoor air quality. Briefly note how and when your school did this:      


	|_|
	3. Close window blinds/curtains at the end of the school day to keep heat in, and open window blinds/curtains during the day to let daylight in and reduce the need for heating. Close window blinds when rooms are unoccupied (if safety and security needs of the facility will allow this action). Briefly note how and when your school did this:      


	|_|
	4. Consolidate or centralize after-hour activities into common areas, adjacent classrooms and/or one wing of a building, and then reduce heating and cooling in unoccupied areas.      
    

	[bookmark: Check54]|_|
	5. Have the school’s HVAC technician(s) ensure that the outside air dampers are closed during building warm-up.      


	[bookmark: Check56]|_|
	6. Upgrade weather stripping, caulking, insulation, glazing and/or door and window hardware.      


	|_|
	7. Do not heat unoccupied spaces. Schedule heat for occupied spaces only.      


	|_|
	8. Check mechanical equipment annually, and perform proper cleaning and preventive maintenance (e.g., heating coils are vacuumed, filters are changed as scheduled, heating system is re-commissioned when necessary) according to the recommended schedule for the school’s equipment.        


	[bookmark: Check57]|_|
	9. When replacing old HVAC systems and boiler equipment, replace with the most energy efficient equipment possible.       


	[bookmark: Check59]|_|
	10. Other:       (What other practices did your school complete to reduce the need for heating/cooling?)  











Steps to recognition as a Level Two King County Green School[image: ]



	|_|
	Step 1.  
	Use this guide to assess your school’s energy conservation practices and to decide which actions you will complete.



	|_|
	Step 2.  
	Complete all required actions on this Level Two guide, including maintaining your Level One waste reduction and recycling practices and completing one more action from the Level One guide. Send this completed guide to your King County program representative.

Remember: Your King County Green Schools Program representative is available to help your school! 

	
	
	

	
	
	

	|_|
	Step 3.  
	Optional – To showcase your efforts, share with King County Green Schools Program a photo(s) and either signed release form(s) or an email stating that your school has parent/guardian permission to use the photo(s) of students that appear in the photo(s). We’ll add the photo(s) to your success story page!



	|_|
	Step 4.  
	Celebrate! Let your district and community know that your school is a Level Two King County Green School. Share your successes at 
· an assembly
· on your school website
· in a parent newsletter
· at a school board meeting. 

Your school will receive a certificate and a Level Two sticker for your Green Schools banner, and will be included in a press release. Your energy conservation efforts and successes will be added to your school’s success story page on the King County Green Schools Program website. Visit success stories to find your school’s success story. 
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