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ABOUT THIS GUIDE 
 

Energy costs are an increasing burden on school budgets.  By implementing energy smart behaviors, 
districts can manage their energy consumption and redirect the savings to other needs.  This guide, 
developed by the Kentucky NEED Project, provides a seven step approach aligned to the ENERGY STAR® 

Guidelines for Energy Management.   It is written to help schools and/or districts develop and 
implement their own energy management plan.   
 

In addition to this manual, Kentucky NEED, in partnership with KEEPS, Kentucky Green and Healthy 
Schools, Kentucky School Plant Management Association, and the Kentucky Department for Energy 
Development and Independence, offers resources to help schools achieve a complete and 
comprehensive energy management plan. 
 

These organizations recommend a systems approach to energy management.  A systems approach 
includes educating the building occupants and community members, helping them understand how 
their actions contribute to a successful school energy management program.   
 

TEACHERS AND STUDENTS MAKE A DIFFERENCE 
The choices we make about energy have both economic and environmental impacts. This guide is 
written for schools that want to address energy consumption in their buildings, utilizing teachers and 
students to design and deliver the energy management program.  
 

REDUCING CONSUMPTION  

It takes a great deal of energy to operate a school.  Energy is typically the second largest item in a 
school’s budget.  A student energy team can help manage energy consumption by educating the school 
community about energy management and conservation.  When energy use is reduced, additional 
energy costs can be avoided.   
 

PROTECTING THE ENVIRONMENT 

Saving energy also protects the environment.  For every kilowatt of electricity saved, approximately 1.6 
pounds of carbon dioxide is prevented from entering the atmosphere.   
 

Addressing climate change is at the top of the nation’s environmental priority list.  Conserving energy is 
often overlooked but is one of the least expensive and swiftest solutions to this problem.   
 

Whether students want to save energy, protect the environment or both—forming an energy team is an 
exciting and rewarding opportunity.   
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STEPS FOR CREATING AN ENERGY 
MANAGEMENT PROGRAM 

STEP ONE:  MAKE A COMMITMENT AND ESTABLISH YOUR ENERGY TEAM 
1. Institute an energy policy  
2. Create your team  
3. Educate your team 

STEP TWO:  ASSESS CURRENT STATUS AND PERFORMANCE 
1. Establish benchmark/baseline  
2. Conduct INITIAL building walk-through survey 
3. Conduct NEED School Energy Survey 
4. Conduct plug load study using NEED Plug Load Guide 
5. Conduct Green and Healthy Schools energy inventory 

STEP THREE:  SET GOALS 
1. Reduce energy consumption in the building 
2. Educate the school community 

STEP FOUR:  CREATE AN ACTION PLAN 
1. Present plan at faculty meeting 
2. Host energy assembly for student body 
3. Conduct activities that educate school community about energy conservation 
4. Monitor school energy use regularly 
5. Implement energy shut downs and setbacks during school breaks and vacations 
6. Incorporate energy education in the classroom curriculum 
7. Plan for awards 

 

STEP FIVE:  IMPLEMENT ACTION PLAN 
1. Communicate plans to entire school 
2. Raise awareness  
3. Implement activities 
4. Use positive reinforcement and incentives 

STEP SIX:  EVALUATE PROGRESS 
1. Measure results 
2. Review action plan 

 

STEP SEVEN:  RECOGNIZE ACHIEVEMENTS 
1. Announce success of program to school and district 
2. Announce success of program to community 
3. Share your successes --apply for recognition awards  
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STEP ONE:  MAKE A COMMITMENT 
AND ESTABLISH YOUR ENERGY TEAM 

 
Saving energy in a school is an opportunity: an opportunity to reduce energy use, reduce a school’s 
environmental impact and reduce energy costs.  It takes a committed team to make a difference.  Once 
a district or school makes the decision to reduce energy consumption, they can follow the outline in this 
guide to develop a plan that will accomplish these goals. 

INSTITUTE AN ENERGY POLICY 
A policy establishing an Energy Plan is the most effective way to establish an energy conservation 
program.  It is a statement by the administration that energy conservation is a priority.   

CREATE YOUR TEAM 
Developing an energy team at your school is a coordinated effort.  The team should include an 
administrator, a building support person (custodial/maintenance staff), and at least one teacher along 
with a team of students from multiple grade levels to ensure continuity of the program.  The team 
members do not have to be energy experts; they just need to be willing participants.  Form 1a provides 
a checklist for the year’s activities. 

1. Obtain administrative support 
The administrator plays an important role by providing continuing support to the team.  Having a 
school administration that believes energy conservation is important will give the energy team 
credibility and assist with buy-in from staff and students. Ask if your district has enrolled in the 
KEEPS program. 

2.  Recruit an energy team advisor 
The majority of the energy program is student designed and implemented.  However, an adult 
advisor is needed.  The advisor’s duties include monitoring the student meetings, maintaining 
supplies, and assisting in designing the monitoring schedule.  The advisor will assist the student 
team as they develop awareness projects that will be used to educate the entire school population.   

A stipend for the energy team advisor is recommended.  The suggested amount is $500 per 
semester.  The advisor may be a teacher, an administrator or a building support person.     

3. Engage building support staff 
A successful energy program includes the school’s building support staff as part of the energy team. 
The staff will guide and work with the students as they explore the energy use and features of the 
school building.  The team advisor should alert the building support staff and ask them to recruit a 
representative to serve on the team.   
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Parental support is 
essential to the success 
of the energy team.  
They need to:   

• Encourage student 
attendance at all 
team meetings. 

• Provide 
transportation as 
needed. 

4. Recruit students 
The number of students selected for the energy team is at the team 
advisor’s discretion.  The students should be interested in energy 
and/or environmental issues.  Most of the activities are student 
driven, so it is important to select reliable and trustworthy students.  
Students of all abilities should be considered. 

 
An application process may be used.  Included with the application 
might be recommendations from teachers and a paragraph from the 
student stating why they would like to be a member of the energy 
team.  A parent or guardian’s signature confirming his/her support of 
the student’s involvement on the energy team should also be part of 
the application.  Sample energy team application and teacher 
recommendation forms are provided on Forms 1b and 1c.   

 

The team should decide when and how often to meet.  Meeting a minimum of once a month is 
suggested.  Many teams find that bi-monthly meetings work best.  Sixty to ninety minutes is 
recommended for each meeting.  It is also recommended that meeting attendance be recorded and 
active involvement rewarded (Form 1d). 

5. Gather supplies 
Recommended supplies for the team include a binder for energy team documents, the energy team 
checklist (Form 1a) and recording forms.  Also include pens/pencils, a digital and/or disposable 
camera and energy management tools. It is suggested that these supplies be kept in a plastic bin 
that is easily accessible to team members. 

6. Order materials 
Grade-appropriate energy efficiency and conservation materials from The NEED Project may be 
downloaded at http://www.need.org/curriculum.php.  Some recommended titles include:  

NEED Infobooks (primary, elementary, intermediate and secondary)  
Building Buddies (grades 2-3) 
Monitoring and Mentoring (grades 4-6) 
Saving Energy at Home and at School (grades 4-8)  
Learning and Conserving (grades 7-12) 
School Energy Survey (grades 7-12) 

NEED’s Energy Management tool kit may be purchased from The NEED Project. 

EDUCATE YOUR TEAM 
The first team meeting is an opportunity to build on the enthusiasm of the students who have been 
selected to be on the team.  Discuss opportunities for the team to help reduce energy consumption and 
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teach the building occupants that each person can make a difference by making wise energy decisions.  
Devote some time to discussing plans for the year and what the team hopes to accomplish. 

One of the first items of business for the team is to review what energy is and how electricity is 
generated.  This will help them understand the science of energy and the benefits of energy efficiency 
and will also prepare them to more effectively communicate their message to the school and 
community.    
 

NEED’s Elementary, Intermediate and Secondary Energy Infobooks provide basic information on the 
sources of energy.  Activities in the companion Energy Infobook Activities make the energy information 
fun to learn and easy for novice team leaders to deliver.  Infobooks are online at 
http://www.need.org/curriculum.php.     
SAMPLE ACTION PLAN TIME LINE 
NOTE:  This is a sample only.  Your team should develop a calendar that supports their goals. 

August – September  
• Order or download NEED energy education materials 
• Orientation meeting for teachers who will sponsor the student energy team 
• Form student energy teams 
• Training session for energy team members 
• Study forms and sources of energy  
• Establish baseline  
• Conduct initial building walk-through  
• Set goals and create an action plan 

October 
• Present program at faculty meeting 
• Hold an energy assembly 
• Begin regular school energy monitoring 

November – March 
• Design and conduct an energy education project 
• NEED Building Energy Survey 
• Complete Kentucky Green and Healthy Schools energy inventory 
• Conduct plug load study 
• Continue school energy patrols 
• Assist in building shut-down for school breaks 

April 
• Evaluate progress 
• Submit NEED Youth Awards Project (April 15 deadline) 
• Submit report to school board and district administration 

May 
• Plan school-wide celebration 
• Attend Kentucky NEED/Green and Healthy Schools awards luncheon 
• Plan for next school year 

June 
• NEED Youth Awards Program for Energy Achievement in Washington DC 
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STEP TWO:  ASSESS CURRENT 
STATUS AND PERFORMANCE 

 

ESTABLISH BASELINE/BENCHMARK 
The goal of the energy team is to reduce the school’s energy consumption.  In 
order to calculate the success of the team’s efforts a pre and post assessment of 
the school’s energy consumption is necessary, using Forms 2a and 2b.   

An assessment of energy consumption before the energy management program 
begins is called a baseline.  The on-going assessment of energy consumption is 
called a benchmark.   

The energy baseline lays the groundwork for assessing the success of the energy 
program.  At the conclusion of the first full year of the program, the school’s 
consumption will again be calculated and compared to the baseline figures 
collected prior to the program’s launch.  This will establish the first annual 
benchmark. 

To begin the assessment, the team should document the school’s energy 
consumption for the previous school year (twelve months), using Forms 2a and 
2b.   This will begin a regular and ongoing practice of reviewing and monitoring 
utility data. 

If your district has not tabulated the information, this should be one of the first 
tasks of the student team.  They should request copies of the school utility bills 
for the previous twelve months.   

1. FORM 2A AND 2B BASELINE AND BENCHMARKING DATA  
File the baseline data (consumption and cost) in the school energy team binder.  Each consecutive 
year’s data will be evaluated against the original baseline.  This should be the first task the energy 
team completes each year.     

2. ENERGY STAR® PORTFOLIO MANAGER (OPTIONAL) 
Portfolio Manager is an interactive energy management tool that lets you compare the energy 
performance of your school to similar buildings nationwide. By inputting energy and building 
information, this tool provides a benchmark score on a scale of 1-100. Buildings with a score of 75 or 
over are eligible for the ENERGY STAR Label.   

Form 2b contains the information required to complete the ENERGY STAR® Portfolio Manager 
https://www.energystar.gov/istar/pmpam/.   

Contact your 
school’s utility 
provider to alert them 
to your plan and to 
find out what support 
and services they may 
be able to provide.   
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CONDUCT BUILDING SURVEY 
In addition to tracking utilities, the energy-using behaviors of building 
occupants can also be assessed.  This section describes four tools that 
monitor energy behaviors.  The team will complete one or more of 
these assessments and use the results to establish goals.  These 
assessments should be repeated periodically throughout the school 
year in order to document the impact of the program.  

1. Building Walk-through Survey 
2. NEED Building Survey 
3. Plug Load Assessment 
4. Green and Healthy Schools Energy Inventory 

INITIAL BUILDING WALK-THROUGH SURVEY 
The walk-through survey should take place after the energy team has established the school baseline.    
The walk-through survey should be completed early in the school year before anyone knows about the 
program.  Students will tour the school recording their findings on the INITIAL Building Walk-through 
Survey Form 2c.  The teams will check rooms to see if lights and computers have been turned off when 
the room is unoccupied, if the windows and doors are closed, and if the heating, ventilation and air 
conditioning (HVAC) units are unobstructed.   
This building survey will allow the team to observe the current energy practices in the school and create 
an energy practices baseline.  They will use this data to build the awareness campaign and education 
program.  This information will also be used along with monthly monitoring data to measure the success 
of the program. 

NEED SCHOOL ENERGY SURVEY 
To determine additional opportunities for energy savings, the students should conduct the NEED School 
Energy Survey. Students use assessment tools and observation skills to gather energy-related data in 
four areas:  the building envelope, lighting, HVAC and electrical appliances.  They also record examples 
of efficient use of energy and note opportunities for savings.  This activity provides an opportunity for 
students to work with their building support staff.   
 

To complete this survey, the energy team will need these assessment tools: 
§ Kill- A-Watt meter 
§ Digital light meter 
§ Hygrometer (relative humidity pen) 
§ Digital waterproof thermometer 
§ Flicker Checker 

These tools are available in NEED’s Monitoring and Mentoring and Learning and Conserving kits.    

 

Remember to take 
pictures of all activities, 
including the walk-through 
audit.  These may be used to 
document the team’s 
activities for its NEED Youth 
Awards for Energy 
Achievement. 
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PLUG LOAD STUDY  
It is estimated that up to 20 percent of the total electricity consumed by a school is from electrical 
devices or appliances that draw power through an electric outlet (also known as a plug load).  Managing 
the use of such equipment can greatly reduce a school’s electricity consumption. 

An activity the student energy team may perform is a plug load study, using the Plug-Load Worksheet, 
Form 2d.  This study will allow the team to assess how much energy electrical equipment uses and 
evaluate ways to use them more efficiently.  

A more extensive assessment can be conducted using The NEED Plug Load Guide for intermediate and 
high school students.  This activity teaches students how to determine the annual energy consumption 
and operating costs of machines and appliances found in the school building by using a Microsoft Excel 
spreadsheet. Using the spreadsheet, students will also be able to calculate the amount of carbon dioxide 
(CO2) produced by the generation of electricity to power each appliance. In addition, the activity teaches 
the students about the electricity consumed even when certain appliances are turned off and how these 
“phantom loads” affect school energy bills and CO2 emissions. 
GREEN AND HEALTHY SCHOOLS ENERGY INVENTORY 
The Kentucky Green and Healthy Schools Program, located on the web at www.greenschools.ky.gov, is a 
voluntary program consisting of nine inventories.  The energy inventory, which parallels the NEED 
Energy Survey, requires students to answer 24 questions about the energy usage in their building and 
then design a school improvement plan.  The information collected can be used to help the team 
develop the school energy management plan.   
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STEP THREE: SET GOALS 
 

Now that the students have identified how much energy is consumed by the school and its occupants, 
they can set performance goals and record them on Form 3a.  Their goals will help drive energy 
management activities.  Setting clear and measurable goals is critical for developing effective strategies.  
These goals should address both educating the building occupants and monitoring energy behaviors.  
The decision of how many goals to set is to be determined by the team.  However, these core goals 
should be included:  

• To reduce energy consumption in the school and maintain in subsequent years  

• To establish energy education and awareness programs for the school community. 

REDUCE ENERGY CONSUMPTION IN THE BUILDING 
Reducing energy consumption in the school should be the primary goal of the team.   According to the 
U.S. Department of Energy, schools can cut their energy consumption by 5% to 20% simply by efficient 
management and operation.  The activities the team plans and facilitates in Step Four will help achieve 
this goal. The team may want to set as its goal the ENERGY STAR 10% Challenge, a national call-to-action 
to improve the efficiency of America’s commercial (which includes schools) and industrial buildings by 
10 percent or more. To register for the 10% Challenge go to 
http://www.energystar.gov/index.cfm?c=challenge.learn_challenge. 

EDUCATE THE SCHOOL COMMUNITY 
The ability of the team to reduce energy consumption at school depends on how well the team educates 
the school community about energy:  how it is used at school and actions that will conserve energy.  
There are four groups within the school that will 
help make the program a success:  teachers, 
students, building support staff and community 
members.  Goals should address educating each 
sector about the actions they can take to reduce 
energy consumption.     

A helpful guide for setting goals can be found in 
Energy Projects and Activities Guide online at 
www.need.org.  Brainstorm ideas the team would 
like to accomplish.  Form 3a (Activity Planning and 
Reporting Form) will be used throughout the year, 
first in goal setting, next in planning your activities 
and finally in documenting and evaluating your 
work at the end of the school year.   
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STEP FOUR:  
CREATE AN ACTION PLAN 

 
Once the team has set its goals, action plans should be developed to provide a roadmap for meeting 
these goals.   Using Form 3a to write a detailed action plan ensures that the team projects and activities 
will be implemented in a systematic process.  Each goal, such as reducing energy consumption at school 
and educating the school community, may have multiple action plans.   

DEVELOPING AN ACTION PLAN 
1. Spend time brainstorming activities that will achieve your goals. 
2. Complete an action plan for each activity.  List objectives and an estimate of the time, cost, 

materials and number of people it will take to accomplish the objectives (see Appendix 4a for a 
sample work plan).   

3. Assign tasks.   
4. Develop a master plan that includes all of the action plans. The master plan should include a 

calendar with a time line showing when each task should begin and end (see sample time line 
below).  

ACTIVITIES TO PROMOTE AND FACILITATE THE PLAN 
1. Present plan at faculty meeting 

To ensure buy-in from the faculty, the energy team advisor should explain the energy 
conservation goals at a faculty meeting.  It will help them understand the purpose and potential 
benefits of the energy team’s mission. 
 

2. Plan an energy assembly 
The energy team needs to get buy-in from the students and all staff affected by the energy 
management plan. To do this, the team will need to communicate its goals and plans.  An 
energy assembly is a dynamic way to accomplish this. As the team drafts the assembly agenda, 
consider including these key points:  

• Introduce the team to the school 

• Explain why energy conservation is so important 

• Present the results of the team’s building assessments (Step Two) 

• Challenge everyone to help conserve energy 
 

Suggestions for assembly activities: 

• Start with an energy quiz; for sample questions see Appendix 4b. 
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• Demonstrate how much electricity classroom machines use. 

• Show how much the school spent on electricity last year. 

• Show a graph that compares how much electricity the school used last year in comparison 
to the use in an average home. 

• Show the school their carbon footprint (see Additional Resources on page 48 for 
information). 

• Play NEED’s Energy Conservation and Efficiency Jeopardy as a way to introduce the audience 
to energy efficient topics.  Pre-select contestants (student council or faculty members) to be 
the participants.  
 

3. Educate students, teachers and staff 
There are many creative and diverse ways the team may educate students about how energy is 
consumed in their building and ways to practice energy efficiency.  The education might include 
presentations to other classes or forming student energy partners where energy team members 
are assigned to work with students in other grade levels.  For ideas on how the team might 
educate the school about energy conservation, see 
www.need.org/needpdf/ProjectActivities.pdf.  Delegate tasks to the team members and 
document activities as you go along.  Remember to design a way to evaluate whether the 
activity has been effective or not.  

 
4. Monitor school energy use 

One of the basic tasks of the student energy team is to regularly monitor the energy habits of 
the building occupants.  The team will use Building Monitoring Record, Form 4a, to complete 
this action.  These forms are a vital part of the energy program.  The team will use them to 
monitor progress in changing building occupant habits by comparing their records to the 
baseline data from the Initial Building Walk-through Record, Form 2c.  The action plan for 
monitoring contains several steps: 

• Design monitoring routes: The team may want to use the school’s fire exit plan.   

• Create monitoring schedules:   Schedule monitoring at times when classrooms are usually 
empty such as before and after school, during lunch and recess.   

• Monitoring identification:  In order to identify energy team members, it is recommended 
that the team be provided with identification, such as ID badges, vests or lab coats.   

• Communicate results: The team should establish methods for rewarding good energy habits 
and encouraging those who still need to improve, e.g. handwritten notes, bulletin board or 
announcements (sample Door Hanger Template can be found on Form 4b).   

• Classroom participation: Post the Classroom Energy Checklist, Form 4c, as a reminder of 
positive energy conservation behaviors.   

NOTE:  These are general recommendations.  Work with the maintenance staff to clarify the 
energy and safety policies of the school. 
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5. Implement a plan for energy shut downs and setbacks 
Shutting down equipment that consumes energy when school is not in session will reap 
considerable energy savings.  This action will require planning and partnership with the 
custodians and the administration.  Include the following steps in this action plan:   

• Permission:  Gain approval from the principal, IT coordinator, district facilities director and 
the school maintenance staff for shut downs for school breaks.   

• Documentation:  Meet with your custodial staff to design your school Energy Shut Down 
Checklist.  Forms 4d, 4e, 4f and 4g contain sample shut down checklists.  

• Notification:  Shut downs affect many departments, including food service, IT equipment, 
school office, classrooms and staff lounges.  Include staff members in the development of 
this plan. 

• Delegation:  The team will act as assistants on this activity, proceeding under the direction 
of the building support staff.   

 
6. Incorporate energy education in the classroom curriculum  

Teachers may support the energy management program by incorporating energy into their 
existing curriculum. The team’s energy advisor should present the energy management program 
at a faculty meeting early in the school year.  At the meeting several points may be made: 

• A new school energy team has been formed. 

• Energy team members are available to make a presentation to their classes.   

• Energy can be taught using an interdisciplinary approach.  Appendix 4c lists some of the 
NEED energy curriculum available by subject area.  The curriculum can be downloaded at 
http://www.need.org. 

• The Kentucky NEED Project provides curriculum and professional development through 
training workshops for teachers.  For information on how the school can be involved in one 
of these workshops contact the Kentucky NEED office at 859-578-0316 or email 
kreagor@need.org.  

 
7. Plan for awards 

There are two awards designed specifically to recognize student achievement in energy 
education.  They are each student-driven and will require appointing one or two students to 
oversee the applications.  Collecting data for these awards is highly encouraged; awards 
ceremonies in Frankfort provide a rewarding conclusion to the students’ year of work.  

• NEED Youth Awards Program for Energy Achievement 
This program combines academic competition with recognition to acknowledge those who 
achieve excellence in energy education in their schools and communities. Students and 
teachers set goals and objectives, and keep a record of their activities.  Students combine 
their materials into portfolios and submit them to their state coordinators no later than 
April 15. NEED’s Projects and Activities Guide provides suggested activities, the application 
and reporting forms (www.need.org/needpdf/ProjectActivities.pdf).   
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The Kentucky NEED awards luncheon is held in May, recognizing all student energy teams 
who have submitted Youth Awards Projects.  Energy teams are also eligible to attend the 
National Youth Awards Program held in Washington, D.C. in June. 

 

• The Kentucky Green and Healthy Schools There are five award levels for schools participating 
the Kentucky Green and Healthy Schools Program.  The awards, ranging from a certificate to a 
plaque, are based on how far a school has proceeded in the Green and Healthy Schools 
program.  An Awards Ceremony for progress in the KGHS program is held every year in May.  
http://www.greenschools.ky.gov/awardsprocess.htm  

 
In addition to these state awards, ENERGY STAR® provides a number of award opportunities.   

• ENERGY STAR® Leaders Award Owning a building that achieves top energy performance is a sign 
of good management, but owning a portfolio of buildings that achieves continuous 
improvement in energy performance demonstrates superior management and environmental 
leadership. Those ENERGY STAR partners who demonstrate continuous improvement 
organization-wide, not just in individual buildings, qualify for recognition as ENERGY STAR 
Leaders.  http://www.energystar.gov/index.cfm?c=leaders.bus_leaders 

• ENERGY STAR® Building Label.  To qualify for the ENERGY STAR label a school must score in the 
top 25 percent based on EPA's National Energy Performance Rating System. To determine the 
performance of a facility, EPA compares energy use among other similar types of schools on a 
scale of 1-100; buildings that achieve a score of 75 or higher may be eligible for the ENERGY 
STAR. To apply go to http://www.energystar.gov/index.cfm?c=business.bus_bldgs 
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STEP FIVE: 
  IMPLEMENT ACTION PLAN 

 

Now that the team has set its goals and written action plans, it is time to implement the plan.  Reaching 
the goals depends on the support of the entire school community and will require regular 
communication and monitoring.    

COMMUNICATE PLANS TO ENTIRE SCHOOL 
Review your planned activities.  Do they reach the entire school 
community?  Everyone is an energy consumer—including students, 
teachers, staff and those from the community who also use the building.   
The entire school needs to know what the program is and why it is 
important to participate.  Remember, buildings don’t use energy, people 
do.    

RAISE AWARENESS  
Awareness will build support for your energy management program.  Do 
your activities raise awareness of the team goal to reduce energy 
consumption?  You will find helpful ideas in Appendix 5a and additional 
support materials in the ENERGY STAR Challenge Toolkit on line at 
www.energystar.gov/index.cfm?c=challenge.challenge_toolkit#spread_w
ord. 

IMPLEMENT ACTIVITIES 
Using the Energy Team Checklist (Form 1a), begin implementing the 
team’s activities for the year.  While not all activities may be completed in 
one year, there are several initiatives that should be done in the first year.  
This includes benchmarking the school’s energy consumption using Form 
2c and regular monitoring of the school’s energy consumption using Form 
4a.   

USE POSITIVE REINFORCEMENT AND 
INCENTIVES 
Another implementation strategy to include is positive reinforcement.  Do 
your activities motivate people to participate?  Create ways to reward and 
recognize success when building occupants join in conserving energy.  
From announcements to post-it notes and other incentives, think of ways 
to give people a pat on the back.    

 Keep it fun!  Try 
doing different things to 
keep interest in the 
program.  Make 
announcements, such as 
“Are you energy 
efficient?” or “Energy tip 
of the day…!”  Announce 
the results of your 
monitoring.  Post the 
results on a bulletin 
board.   
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STEP SIX:  EVALUATE PROGRESS 
 

Evaluation of the school’s energy performance should be done by the student energy team at regular 
intervals with a culminating report at the end of the year.  The team should provide brief monthly 
reports to the principal or school board.  Evaluation results and information gathered during the year-
end review may be used by next year’s team to create new action plans, identify best practices and set 
new performance goals.  

MEASURE RESULTS 
In Step Two the team did a pre-assessment of the school’s energy consumption.  Toward the end of the 
school year, the student energy team will do a post-assessment (evaluation) to determine the success of 
the program.   

The evaluation will be a comparison of data collected at the beginning of the year and the data collected 
during the year.  Evaluation should include a tabulation of the following forms: 

• Building Monitoring Record,  Form 4a, 

• Building Monitoring Record Summary, Form 6a 

• Energy Team Activity Planning and Reporting form “evaluation,” Form 3a 

• Baseline and Benchmarking Data ,Form 2b 

• Plug-load Worksheet, Form 2d 
In addition, teachers and staff may be surveyed for feedback on the program and offer 
recommendations for the following year.   

REVIEW ACTION PLAN 
The energy team will use its findings to: 

• Prepare a summary report for the principal and school board 

• Present the successes to the student body (be creative!) 

• Identify best practices and make suggestions for next year’s team 
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STEP SEVEN:  RECOGNIZE 
ACHIEVEMENTS 

 

Recognizing the accomplishments of the team and the school community is key to sustaining support 
and momentum for the energy management program. Recognition can also increase the participation of 
everyone involved. 

Something as simple as a note of congratulations to a formal acknowledgment of efforts is a valuable 
tool to ensure continued participation in the program. Rewarding particular efforts sets the example for 
what constitutes success and helps motivate participants.  

At the end of the school year, the team may consider a culminating celebration recognizing the efforts 
of the teachers, students, support staff and community members who have helped to make the 
program a success. 

Good work also deserves to be acknowledged externally.  Third party recognition can provide validation 
for the energy management program. Not only does it provide satisfaction to those involved in earning 
the recognition, but it can also enhance the program's public image and encourage others to take 
action, too. A solid reputation attracts sponsors and business partners and makes the community proud 
of the program. 

Here are some opportunities for recognition the team and/or school may pursue:   

 

ANNOUNCE SUCCESS OF PROGRAM TO SCHOOL AND ENTIRE 
DISTRICT 

• Post achievements on the district’s web site 

• Recognize successes at an end of the year school board meeting 

• Host an awards luncheon for the school energy team 

• Conduct a school assembly 

• Host an energy fair and feature table-top displays of the energy team projects 
 

ANNOUNCE SUCCESS OF PROGRAM TO COMMUNITY 
• Contact local utilities 

• Produce a documentary for the local cable access channel, pod-casts, You-Tube and/or the 
district TV network 

• Create a website 

• Hold press conference 
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• Notify civic teams (Chamber of Commerce, Rotary, etc.) 

• Send press releases announcing the success of the program to the following: 
o Local media—newspapers, radio and television stations 
o State Energy Office 
o Local EPA office 
o City Mayors 
o County Judge-Executives and Commissioners 

Appendix 7a contains a sample news release.    

SHARE YOUR SUCCESS—APPLY FOR RECOGNITION 
There are many organizations that reward and/or recognize student achievements in the area of energy 
efficiency and conservation.  A web search will provide links to these opportunities.  Here are a few to 
consider.  Note that the first award programs referenced below recognize students for their energy 
education initiatives with an award ceremony held in Frankfort in May of each year. 

 

The NEED Project's Annual Youth Awards Program for Energy Achievement 
www.need.org/youthawards.php  
 
Kentucky Green and Healthy Schools  
www.greenschools.ky.gov/  
 
STLP™ (Student Technology Leadership Program) 
www.education.ky.gov/KDE/Instructional+Resources/Technology/Student+Initiatives/STLP+Stud
ent+Technology+Leadership+Program/ 
 
School of the Future Design Competition  
www.cefpi.org/i4a/pages/index.cfm?pageid=3550  
 
ENERGY STAR Leader  
www.energystar.gov/index.cfm?c=leaders.bus_leaders  
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FORM 1A 

ENERGY TEAM CHECKLIST 
  PEOPLE 

RESPONSIBLE 
DATE 

COMPLETED 

STEP ONE:  MAKE A COMMITMENT AND ESTABISH YOUR ENERGY TEAM    
1. Institute a district energy policy   
2. Create your team   
3. Obtain administrative support    
4. Recruit an energy team advisor   
5. Engage building support staff    
6. Recruit students (Form 1b, 1c)    
7. Set guidelines and schedule for team meetings (Form 2b). Form 2a).   
8. Gather supplies and order materials   
9. Educate team    

STEP TWO:  ASSESS CURRENT STATUS AND PERFORMANCE   
1. Establish benchmark/baseline (Form 2c and 2d).   
2. Conduct INITIAL Building Walk-Through Survey (Form 2e).    
3. Conduct NEED School Energy Survey (Form 2a)    
4. Conduct NEED Plug Load Study (Form 2f)   
5. Conduct Green and Healthy Schools energy inventory   

STEP THREE:  SET GOALS (Form 3a)   
1. Reduce energy consumption in school building   
2. Educate teachers, students and staff about energy conservation (Form 2a, Appendix 4c)    

STEP FOUR:  CREATE AN ACTION PLAN    
1. Brainstorm activities    
2. Complete action plan for each activity (Form 3a, Appendix 4a)   

a.  Present plan at faculty meeting   
b. Hold an energy assembly    
c. Design energy education activities(Form 2a, Appendix 4b and  4c)    
d. Monitor school energy use regularly (Form 4a, 4b, 4c)    
e. Implement energy shut-downs during school breaks (Forms 4d, 4e, 4f, 4g).    
f. Incorporate energy into classroom curriculum (Appendix 4c)    
g. Plan for awards    

STEP FIVE:  IMPLEMENT ACTION PLANS    
1. Communicate plans to entire school   
2. Raise awareness (Appendix 5a)   
3. Implement activities   
4. Use positive reinforcement and incentives   

STEP SIX:  EVALUATE PROGRESS    
1. Measure results: Tabulate Building Monitoring Surveys (Form 6a) and Baseline and 

Benchmarking Data (Form 2d). 
   

2. Review goals on Energy Team Activity Planning & Reporting (Form 3a).    
STEP SEVEN:  RECOGNIZE ACHIEVEMENTS    

1. Announce success of program to school and entire district.    
2. Announce success of program to community—news release to media (Appendix 7a).   
3. Apply for awards    
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FORM 1B 

Energy Team 
APPLICATION 

Applications are due        Return to room #     

School:               

Student’s Name:            

Grade:  Homeroom Teacher:          

Address:             

Phone Number:            

E-mail:              

Being selected to be a member of the energy team is an honor and should be taken seriously.  You will 
be expected to attend regular team meetings and to participate in activities planned by the energy 
team.  Transportation to/from team meetings and activities will NOT be provided, unless otherwise 
noted.  For this reason, you must make arrangements to be picked up after meetings and for team 
activities.  You will need the signature of a parent or guardian stating that they support your 
participation on the energy team. 

With this application, attach a ½ - 1 page statement, explaining WHY you would like to be a member of 
the energy team. 

Recommendations from two teachers are required.  Please use the form provided. 

If selected to be a member of the team, I understand that I will be expected to attend all team meetings 
and activities.   

              
 (Student’s Signature)     (Date) 
As part of this program, video tapes, photographs, and web page photos are often produced by the 
energy team, school personnel, and outside media.  By signing below I am giving permission to include 
my child’s photo or class work in video tapes, photographs, newspaper articles and web pages. I also 
agree to provide transportation to/from meetings when necessary. 

              
 (Parent/Guardian’s Signature)    (Date) 
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FORM 1C 

Energy Team 
TEACHER RECOMMENDATION 

 

Please return this form along with your recommendation in a sealed envelope to 

 

        by        

 

School:                                                               

Student’s Name:            

Grade:  Homeroom Teacher:          
 
Teacher Submitting Recommendation:          

Teacher’s Signature:            

The above named student is applying to be a member of our school’s energy team.  Team members will 
be responsible for planning and facilitating an energy plan for our school.  The team will meet on a 
monthly basis.  Recommendations from two teachers are required.  Based on your classroom experience 
with this student, please comment on the student’s work ethic and leadership abilities. 

Thank you!  
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FORM 1D 

Energy Team  
ATTENDANCE RECORD 

  

School:_____________________________________    Year:____________ 

 Team Members August September October November December January February March April May June 

1                                               

2                                               

3                                               

4                                               

5                                               

6                                               

7                                               

8                                               

9                                               

10                                               

11                                               

12                                               

13                                               

14                                               

15                                               



PAGE 25 Blueprint for School Energy Teams © THE KENTUCKY NEED PROJECT • www.need.org  

FORM 2A 

SAMPLE  
BASELINE AND BENCHMARKING DATA 

School Name:  

Energy Meter ID Energy 
Type 

Energy 
Unit Start Date End 

Date 
Energy 

Consumption 

Energy 
Cost 

(optional) 

E223-455 Electricity KWh 9/18/2002 10/16/02 17,520  
E223-455 Electricity KWh 10/17/2002 11/15/02 13,200  
E223-455 Electricity KWh 11/16/2002 12/14/02 13,440  
E223-455 Electricity KWh 1/21/2003 02/18/03 15,600  
E223-455 Electricity KWh 2/19/2003 03/19/03 16,560  
E223-455 Electricity KWh 3/20/2003 04/17/03 18,480  
E223-455 Electricity KWh 4/18/2003 05/19/03 21,120  
E223-455 Electricity KWh 5/20/2003 06/18/03 15,120  
E223-455 Electricity KWh 6/19/2003 07/18/03 16,320  
E223-455 Electricity KWh 7/19/2003 08/18/03 22,560  
E223-455 Electricity KWh 8/19/2003 09/17/03 30,960  

       
G239-4565 Natural ccf 9/18/2002 10/16/02 9  
G239-4565 Natural ccf 10/17/2002 11/15/02 734  
G239-4565 Natural ccf 11/16/2002 12/14/02 2,520  
G239-4565 Natural ccf 12/15/2002 01/20/03 3,194  
G239-4565 Natural ccf 1/21/2003 02/18/03 4,408  
G239-4565 Natural ccf 2/19/2003 03/19/03 2,833  
G239-4565 Natural ccf 3/20/2003 04/17/03 331  
G239-4565 Natural ccf 4/18/2003 05/19/03 134  
G239-4565 Natural ccf 5/20/2003 06/18/03 54  
G239-4565 Natural ccf 6/19/2003 07/18/03 36  
G239-4565 Natural ccf 7/19/2003 08/18/03 48  
G239-4565 Natural ccf 8/19/2003 09/17/03 179  

       
Oil Delivery Fuel Oil gal 36861 36950 4000  


