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Introduction

The following pages contain checklists to use when you are reviewing what electrical equipment can and cannot be switched off as part of the UCCCfS commitment.
It is designed to be used alongside the UCCCfS Traffic Light Stickers, and the UCCCfS Electrical Equipment Room Guide.

The UCCCfS Traffic Light stickers are available to print as part of the UCCCfS Toolkit.  Both large (8 x 2.5cm) and small (3.5 x 3.5cm) stickers are available.  The large stickers are designed to be stuck by light switches, on computers, on photocopiers, and other pieces of electrical equipment that has this space available.  The smaller stickers are small enough to be attached to plugs, and small pieces of equipment.
The stickers are available in three colours, according to when the electrical item should be switched off, following a traffic light sequence:

Green: switch off when you leave

Amber: switch off at the end of the day

Red: do not switch off unless authorised

[image: image10.png]\ 7

UCCC/Y S

Universities and Colleges
Climate Commitment for Scotland




[image: image2.jpg]



[image: image3.jpg]AN

uccc)

S




[image: image4.jpg]



[image: image5.jpg]f(\/\@‘ﬁ\fs
Uccc)'s




[image: image6.jpg]Do Not
Switch Off
unless
authorised
ks R




The Checklists can be used for an initial review of the electrical equipment in your institution, to ensure that relevant authorisation is agreed to switching off equipment prior to applying the UCCCfS Traffic Light Stickers to equipment and the UCCCfS Electrical Equipment Room Guide to each room.  Whilst gathering details of equipment in each room / area, and gaining authorisation to switch off equipment, the number of stickers required can be added up, ensuring the correct number are ordered for printing.

Equipment listed within the Checklists is not definitive.  The tables are designed to be adapted to suit your own requirements.  Add in extra equipment, or delete those pieces that are not applicable.

Checklists available within this pack are as follows:

· Offices
· Corridors / lobbies
· Resources rooms
· Staff rest rooms
· Student rest rooms / bars / cafes
· Catering kitchens
· Laboratories
· Shop
· Teaching rooms / lecture theatres
· Residencies
· Hair salon
· Generic – for use in other areas
Completing the sheets

Use a separate sheet for each room.
Electrical equipment in room:

Identify all the electrical equipment in the room.  Use the list on the Checklist as a guideline.  Delete any equipment that isn’t present, and add additional ones not listed. 
Number of switches:

Every place to control the equipment should be labelled – so count the switches to ensure that sufficient labels are ordered.  Labels should be put next to light switches, and on each piece of equipment.

Switch off periods:

This will be needed to identify what label should be allocated to the equipment – as well as helping when auditing energy use.  Options may include (amongst others):
· when not in use

· when not at desk

· when room unoccupied

· every night

· at weekends and holidays

· when not needed for 48hours or more

If some pieces of similar equipment have different switch off instructions than others – for example, if one computer in a room must stay on, when the others can be switched off, identify those with different instructions in a new line on the sheet.

Who is responsible for switching off:
This may be a named individual; a job position (e.g. department manager); or generic user (e.g. last out of room).

Authorisation for switching off:

It is advised that authorisation is acquired prior to suggesting that equipment is switched off.  This does not have to be done for every item per se.  For example, discuss and agree with the Systems / IT Manager a procedure for switching off computer equipment – can computers, monitors, and peripherals all be switched off every evening, or are there some that must be left on?  It is vital that authorisation is granted from those responsible for the equipment prior to labelling.

Equipment label required:

Once authorisation for switching off has been obtained, identify the label that is required for the equipment:


R
red (please do not switch off unless authorised)


A
amber (please switch off at the end of the day)


G
green (please switch off when you leave)

And most appropriate size:

L
large (8 x 2.5 cm) – for use on light switches, computers, photocopiers, and other pieces of electrical equipment that have space available.

S
small (3.5 x 3.5 cm) – for attaching to plugs, and small pieces of equipment 

Using the completed sheets

Calculating label requirements

Add up the number of different stickers required in each room / area.  The following table can be used:
	
	Red
	Amber
	Green

	Large
	
	
	

	Small
	
	
	


These can then be totalled to ensure that the correct numbers of labels are printed.
Completing UCCCfS Electrical Equipment Room Guides
The completed checklists can be used to complete the UCCCfS Electrical Equipment Room Guide.  These Guides are designed to be fixed to the door, or near the lightswitch of an area, listing equipment that the last user in a space needs to ensure is switched off.  Find these as part of the UCCCfS Toolkit.
Auditing use of electrical equipment

The checklists can be used to audit electricity use – add the following to a checklist sheet:

To the top of the sheet:

	Day, date and time of audit
	

	Audit conducted by
	


Add the following columns to the right of the tables:

	Switched off when checked
	Comments


	Actions required



	
	
	


Findings from these audits should be relayed back to the users of the areas audited, to either raise awareness that equipment is not being switched off as specified, or as positive feedback that equipment is being switched off as required.
Below is a sample completed sheet:

[image: image9.jpg]>aAucC

1 Association
for Umversltles ami Colleges




Offices
	Campus
	

	Building
	

	Room
	

	Date of review
	

	Conducted by
	


	Electrical equipment in room
	Number of switches – needed for label ordering
	Switch off periods (e.g. whenever room empty; at night; at weekends; during holidays)
	Who is responsible for switching off?
	Authorisation for switching off agreed by
	Equipment label required (traffic light stickers)

	
	
	
	
	
	Colour

(R / A / G)
	Size

(L / S)

	Computer
	
	
	
	
	
	

	Monitor
	
	
	
	
	
	

	Printer
	
	
	
	
	
	

	Scanner
	
	
	
	
	
	

	Phone charger
	
	
	
	
	
	

	Desk light
	
	
	
	
	
	

	Room light
	
	
	
	
	
	

	Desk / room fan
	
	
	
	
	
	

	Portable air conditioning
	
	
	
	
	
	

	Room air conditioning
	
	
	
	
	
	

	Portable electric heater
	
	
	
	
	
	

	Room heater
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	


Corridors / lobbies
	Campus
	

	Building
	

	Room
	

	Date of review
	

	Conducted by
	


	Electrical equipment in room
	Number of switches – needed for label ordering
	Switch off periods (e.g. whenever room empty; at night; at weekends; during holidays)
	Who is responsible for switching off?
	Authorisation for switching off agreed by
	Equipment label required (traffic light stickers)

	
	
	
	
	
	Colour

(R / A / G)
	Size

(L / S)

	Lighting
	
	
	
	
	
	

	TV
	
	
	
	
	
	

	Portable electric heater
	
	
	
	
	
	

	Fans
	
	
	
	
	
	

	Portable air conditioning
	
	
	
	
	
	

	Corridor air conditioning
	
	
	
	
	
	

	Water cooler
	
	
	
	
	
	

	Vending machines
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	


Resources rooms
	Campus
	

	Building
	

	Room
	

	Date of review
	

	Conducted by
	


	Electrical equipment in room
	Number of switches – needed for label ordering
	Switch off periods (e.g. whenever room empty; at night; at weekends; during holidays)
	Who is responsible for switching off?
	Authorisation for switching off agreed by
	Equipment label required (traffic light stickers)

	
	
	
	
	
	Colour

(R / A / G)
	Size

(L / S)

	Computer
	
	
	
	
	
	

	Monitor
	
	
	
	
	
	

	Printer
	
	
	
	
	
	

	Scanner
	
	
	
	
	
	

	Photocopier
	
	
	
	
	
	

	Desk light
	
	
	
	
	
	

	Room light
	
	
	
	
	
	

	Desk / room fan
	
	
	
	
	
	

	Portable air conditioning
	
	
	
	
	
	

	Room air conditioning
	
	
	
	
	
	

	Portable electric heater
	
	
	
	
	
	

	Room heater
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	


Staff rest rooms
	Campus
	

	Building
	

	Room
	

	Date of review
	

	Conducted by
	


	Electrical equipment in room
	Number of switches – needed for label ordering
	Switch off periods (e.g. whenever room empty; at night; at weekends; during holidays)
	Who is responsible for switching off?
	Authorisation for switching off agreed by
	Equipment label required (traffic light stickers)

	
	
	
	
	
	Colour

(R / A / G)
	Size

(L / S)

	Microwave
	
	
	
	
	
	

	Kettle
	
	
	
	
	
	

	Coffee machine
	
	
	
	
	
	

	Water heater
	
	
	
	
	
	

	Water cooler
	
	
	
	
	
	

	Room light
	
	
	
	
	
	

	Desk / room fan
	
	
	
	
	
	

	Portable air conditioning
	
	
	
	
	
	

	Room air conditioning
	
	
	
	
	
	

	Portable electric heater
	
	
	
	
	
	

	Room heater
	
	
	
	
	
	

	Radio
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	


Student rest rooms / bars / cafes
	Campus
	

	Building
	

	Room
	

	Date of review
	

	Conducted by
	


	Electrical equipment in room
	Number of switches – needed for label ordering
	Switch off periods (e.g. whenever room empty; at night; at weekends; during holidays)
	Who is responsible for switching off?
	Authorisation for switching off agreed by
	Equipment label required (traffic light stickers)

	
	
	
	
	
	Colour

(R / A / G)
	Size

(L / S)

	TV
	
	
	
	
	
	

	Games machines
	
	
	
	
	
	

	Vending machine
	
	
	
	
	
	

	Radio / music systerm
	
	
	
	
	
	

	Water cooler
	
	
	
	
	
	

	Room light
	
	
	
	
	
	

	Room fan
	
	
	
	
	
	

	Portable air conditioning
	
	
	
	
	
	

	Room air conditioning
	
	
	
	
	
	

	Portable electric heater
	
	
	
	
	
	

	Room heater
	
	
	
	
	
	

	Bottle coolers
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	


Catering kitchens
	Campus
	

	Building
	

	Room
	

	Date of review
	

	Conducted by
	


	Electrical equipment in room
	Number of switches – needed for label ordering
	Switch off periods (e.g. whenever room empty; at night; at weekends; during holidays)
	Who is responsible for switching off?
	Authorisation for switching off agreed by
	Equipment label required (traffic light stickers)

	
	
	
	
	
	Colour

(R / A / G)
	Size

(L / S)

	Fridge
	
	
	
	
	
	

	Freezer
	
	
	
	
	
	

	Extractor fans / kitchen ventilation
	
	
	
	
	
	

	Grill
	
	
	
	
	
	

	Soup kettle
	
	
	
	
	
	

	Hot plate
	
	
	
	
	
	

	Deep fat fryer
	
	
	
	
	
	

	Cooker
	
	
	
	
	
	

	Oven
	
	
	
	
	
	

	Food servery
	
	
	
	
	
	

	Bottle chiller
	
	
	
	
	
	

	Coffee machine
	
	
	
	
	
	

	Water heater
	
	
	
	
	
	

	Water cooler
	
	
	
	
	
	

	Radio
	
	
	
	
	
	

	Kitchen overhead lighting
	
	
	
	
	
	

	Store room lighting
	
	
	
	
	
	

	Desk / room fan
	
	
	
	
	
	

	Portable air conditioning


	
	
	
	
	
	

	Room air conditioning
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	


Laboratories
	Campus
	

	Building
	

	Room
	

	Date of review
	

	Conducted by
	


	Electrical equipment in room
	Number of switches – needed for label ordering
	Switch off periods (e.g. whenever room empty; at night; at weekends; during holidays)
	Who is responsible for switching off?
	Authorisation for switching off agreed by
	Equipment label required (traffic light stickers)

	
	
	
	
	
	Colour

(R / A / G)
	Size

(L / S)

	Computer
	
	
	
	
	
	

	Monitor
	
	
	
	
	
	

	Printer
	
	
	
	
	
	

	Scanner
	
	
	
	
	
	

	Fume cupboard
	
	
	
	
	
	

	Kiln
	
	
	
	
	
	

	Laboratory equipment (specify) 
	
	
	
	
	
	

	Laboratory equipment (specify)
	
	
	
	
	
	

	Laboratory equipment (specify)
	
	
	
	
	
	

	Laboratory equipment (specify)
	
	
	
	
	
	

	Task lighting
	
	
	
	
	
	

	Room light
	
	
	
	
	
	

	Desk / room fan
	
	
	
	
	
	

	Portable air conditioning
	
	
	
	
	
	

	Room air conditioning
	
	
	
	
	
	

	Portable electric heater
	
	
	
	
	
	

	Room heater
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	


Shop
	Campus
	

	Building
	

	Room
	

	Date of review
	

	Conducted by
	


	Electrical equipment in room
	Number of switches – needed for label ordering
	Switch off periods (e.g. whenever room empty; at night; at weekends; during holidays)
	Who is responsible for switching off?
	Authorisation for switching off agreed by
	Equipment label required (traffic light stickers)

	
	
	
	
	
	Colour

(R / A / G)
	Size

(L / S)

	Till
	
	
	
	
	
	

	Monitor
	
	
	
	
	
	

	Printer
	
	
	
	
	
	

	Scanner
	
	
	
	
	
	

	Display lighting
	
	
	
	
	
	

	Room light
	
	
	
	
	
	

	Desk / room fan
	
	
	
	
	
	

	Portable air conditioning
	
	
	
	
	
	

	Room air conditioning
	
	
	
	
	
	

	Portable electric heater
	
	
	
	
	
	

	Room heater
	
	
	
	
	
	

	Bottle chiller
	
	
	
	
	
	

	Display refrigerator
	
	
	
	
	
	

	Music system
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	


Teaching rooms / lecture theatres
	Campus
	

	Building
	

	Room
	

	Date of review
	

	Conducted by
	


	Electrical equipment in room
	Number of switches – needed for label ordering
	Switch off periods (e.g. whenever room empty; at night; at weekends; during holidays)
	Who is responsible for switching off?
	Authorisation for switching off agreed by
	Equipment label required (traffic light stickers)

	
	
	
	
	
	Colour

(R / A / G)
	Size

(L / S)

	Computer
	
	
	
	
	
	

	Monitor
	
	
	
	
	
	

	Printer
	
	
	
	
	
	

	Projector
	
	
	
	
	
	

	Interactive whiteboard
	
	
	
	
	
	

	Task lighting
	
	
	
	
	
	

	Room light
	
	
	
	
	
	

	Desk / room fan
	
	
	
	
	
	

	Portable air conditioning
	
	
	
	
	
	

	Room air conditioning
	
	
	
	
	
	

	Portable electric heater
	
	
	
	
	
	

	Room heater
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	


Residencies

Communal areas (e.g. kitchens and rest areas) and corridor spaces should be reviewed.
	Campus
	

	Building
	

	Room
	

	Date of review
	

	Conducted by
	


	Electrical equipment in room
	Number of switches – needed for label ordering
	Switch off periods (e.g. whenever room empty; at night; at weekends; during holidays)
	Who is responsible for switching off?
	Authorisation for switching off agreed by
	Equipment label required (traffic light stickers)

	
	
	
	
	
	Colour

(R / A / G)
	Size

(L / S)

	Cooker
	
	
	
	
	
	

	Microwave
	
	
	
	
	
	

	Fridge
	
	
	
	
	
	

	Radio / music systerm
	
	
	
	
	
	

	Room light
	
	
	
	
	
	

	Room fan
	
	
	
	
	
	

	Portable air conditioning
	
	
	
	
	
	

	Room air conditioning
	
	
	
	
	
	

	Portable electric heater
	
	
	
	
	
	

	Room heater
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	


Hair salon
	Campus
	

	Building
	

	Room
	

	Date of review
	

	Conducted by
	


	Electrical equipment in room
	Number of switches – needed for label ordering
	Switch off periods (e.g. whenever room empty; at night; at weekends; during holidays)
	Who is responsible for switching off?
	Authorisation for switching off agreed by
	Equipment label required (traffic light stickers)

	
	
	
	
	
	Colour

(R / A / G)
	Size

(L / S)

	Computer
	
	
	
	
	
	

	Monitor
	
	
	
	
	
	

	Printer
	
	
	
	
	
	

	Till
	
	
	
	
	
	

	Electric showers
	
	
	
	
	
	

	Hairdryers
	
	
	
	
	
	

	Hair straighteners
	
	
	
	
	
	

	Salon equipment (specify) 
	
	
	
	
	
	

	Salon equipment (specify)
	
	
	
	
	
	

	Salon equipment (specify)
	
	
	
	
	
	

	Salon equipment (specify)
	
	
	
	
	
	

	Task lighting
	
	
	
	
	
	

	Room lighting
	
	
	
	
	
	

	Uplighters
	
	
	
	
	
	

	Other lighting (specify)
	
	
	
	
	
	

	Desk / room fan
	
	
	
	
	
	

	Portable air conditioning
	
	
	
	
	
	

	Room air conditioning
	
	
	
	
	
	

	Portable electric heater
	
	
	
	
	
	

	Room heater
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	


Generic – for use in other areas
	Campus
	

	Building
	

	Room
	

	Date of review
	

	Conducted by
	


	Electrical equipment in room
	Number of switches – needed for label ordering
	Switch off periods (e.g. whenever room empty; at night; at weekends; during holidays)
	Who is responsible for switching off?
	Authorisation for switching off agreed by
	Equipment label required (traffic light stickers)

	
	
	
	
	
	Colour

(R / A / G)
	Size

(L / S)

	Computer
	
	
	
	
	
	

	Monitor
	
	
	
	
	
	

	Printer
	
	
	
	
	
	

	Vending machine
	
	
	
	
	
	

	Water cooler
	
	
	
	
	
	

	Specialist equipment (specify) 
	
	
	
	
	
	

	Specialist equipment (specify)
	
	
	
	
	
	

	Specialist equipment (specify)
	
	
	
	
	
	

	Specialist equipment (specify)
	
	
	
	
	
	

	Task lighting
	
	
	
	
	
	

	Room lighting
	
	
	
	
	
	

	Other lighting (specify)
	
	
	
	
	
	

	Desk / room fan
	
	
	
	
	
	

	Portable air conditioning
	
	
	
	
	
	

	Room air conditioning
	
	
	
	
	
	

	Portable electric heater
	
	
	
	
	
	

	Room heater
	
	
	
	
	
	

	Other (insert here)
	
	
	
	
	
	

	Other (insert here)
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