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Prepared for the EAUC by

Introduction
The UCCCfS Electrical Equipment Room Guide is designed to be used alongside the UCCCfS Traffic Light Stickers, and the UCCCfS Electrical Equipment Checklists.  These can be found on the UCCCfS web pages.
The UCCCfS Electrical Equipment Room Guide can be displayed on the door, or by the main light switch of each room in the campus, with instructions of all the electrical equipment that should be turned off in that room.  The principle behind this is that this allows all users of the campus to take responsibility for switching off equipment.  If something is seen left on, and the instructions on the UCCCfS Electrical Equipment Room Guide indicate that it can be switched off, then individuals can take responsibility to switch off in confidence that they are assisting to reduce carbon emissions in Scotland.  This is particularly of benefit to non-room users, such as cleaners and security, in switching off equipment in confidence.
Instructions on completing the UCCCfS Electrical Equipment Room Guide
Use the completed UCCCfS Electrical Equipment Checklists to complete the UCCCfS Electrical Equipment Room Guide for each room.  Add extra rows to the tables as required.  Print them out, and laminate them if necessary to ensure durability.

The UCCCfS Electrical Equipment Room Guide is available over the following pages.  Either A4 or A5 versions can be used.  In the “further instructions” column, detail can be given on finding any equipment that is hidden away (e.g. computer located in cupboard by whiteboard).
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Please ensure that the following electrical equipment is switched off, according to the stickered instructions.


�
��
�
Ensure windows and doors are closed when heating or air conditioning.  Air conditioning should be set to 24oC.


Please report any problems to:  insert name of dept, ext no, and email address here


Please switch off….when you leave�
�
Equipment�
Number of items�
Further instructions �
�
�
�
�
�
�
�
�
�



Please switch off….at the end of the day�
�
Equipment�
Number of items�
Further instructions �
�
�
�
�
�
�
�
�
�
�
�
�
�



Do not switch off…unless authorised�
�
Equipment�
Number of items�
Further instructions �
�
�
�
�
�
�
�
�
�
�
�
�
�
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