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1 Introduction 
 
1.1 The purpose of this Practice Guidance Note is to set out a Procedure and 

allocate responsibilities for conserving energy within the Trust.  The 
Procedures are aligned to the Policy objectives established in the 
Environmental Sustainability Policy – CNTW(O)02. 

 
2 Electricity Conservation 
 
2.1 Lights 
 
2.1.1 All lights are to be switched off when not in use, unless they are required 

for security, health and safety reasons. 
 
2.2 Computers and IT Equipment 
 
2.2.1 Computers and other IT equipment should be switched off after finishing a 

work shift, unless they need to remain switched on for clinical reasons 
related to the health of a service user. 

 
2.2.2 Monitors and other IT peripherals should be switched off when powering 

down the computer. 
 
2.2.3 Computers should be switched off by logging out of the computer and 

using the shut down feature rather than pressing the power button or the 
socket switch.  

 
2.3 Clinical Areas 
 
2.3.1 Any non-essential electrical equipment that uses electricity must be 

switched off when not in use.  
 
2.3.2 Televisions, DVD players, radios, games consoles and other electronic 

equipment used for service user’s entertainment should not be left in 
standby mode but must be switched off at the socket.  

 
2.3.3 Medical devices not in use should be switched off. 
 
2.3.4 Re-chargeable equipment such as mobile phones should be removed from 

the power source when the equipment is fully charged.  
 
2.4 Kitchens 
 
2.4.1 All manually operated fans and extractors should be switched off when 

cooking activities have finished. 
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2.4.2 All refrigerators and cooling rooms shall be kept properly shut and 
operated at temperature settings not colder than the manufacturers 
recommended levels except for food safety reasons. 

 
2.4.3 Any cold air leaks from refrigerators and chillers should be reported to the 

estates department as soon as possible. 
 
2.5 High Demand Electrical Equipment 
 
2.5.1 High demand electrical equipment that operates on scheduled basis 

should be programmed for optimal start-up, shut down and operation to 
ensure energy efficient operation. 

 
2.5.2 When not in use, equipment must be switched off or placed in standby 

mode if applicable. 
 
2.5.3 Any energy saving features on the equipment should be activated for 

normal use conditions. 
 
3 Heat Conservation 
 
3.1 Temperature 
 
3.1.1 The temperature in clinical and non-clinical areas will be set in accordance 

with the Trust Guidance on Thermal Comfort (see Appendix 1). 
 
3.2 Air Conditioning 
 
3.2.1 Air conditioning units are only to operate in patient areas that require it for: 
 

• Clinical reasons; 
 

• Health and safety reasons; 
 

• Correct operation of temperature sensitive equipment (e.g. IT 
servers); 

 
• In areas where sensitive works need strict temperature 

controlled conditions. 
 

3.3 Temperature Control 
 
3.3.1 Control of temperature to a comfortable level for staff should be carried out 

by: 
 

• Controlling clothing levels (non-clinical areas) – Staff should 
dress appropriately for the environment in which they will 
undertake their duties.  Multiple layers allow individuals to 
regulate their temperature. 
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• Controlling room temperature – the workspace room 
temperature must be controlled using temperature control 
devices where installed.  Where temperature is controlled by 
a Building Management System (BMS) staff should report 
any significant change to the estates department through the 
Estates Helpdesk. 

 
 

3.4 Fans and Electric Heaters 
 
3.4.1 Fans are allowed in the case of an identified need for localised cooling. 

However, any significant change to the room temperature caused by the 
heating system should be reported for adjustment / repair to the Estates 
Helpdesk.  

 
3.4.2 Requests for fans should go through the Estates Helpdesk.  
 
3.4.3 All portable cooling fans must be PAT tested prior to being used on Trust 

premises. PAT tests should be requested through the Estates Helpdesk. 
 
3.4.4 Electric heaters should not be used on Trust premises except where a 

need for local supplementary heating has been identified and the heater 
has been provided by the Estates Department.  

 
4 Conserving Fossil Fuels 
 
4.1 Heating Systems 
 
4.1.1 Over half the total energy used in a building is used for heating.  It is the 

responsibility of all staff to ensure that heat is not wasted by leavings doors 
and windows open during the heating season. 

 
4.1.2 Radiators should not be blocked with boxes or pieces of furniture as this 

prevents heat from being distributed around the room correctly. 
 
4.2 Kitchens 
 
4.2.1 Kitchen appliances that use a fuel should be managed so that they use the 

minimum amount of fuel. 
 
4.2.2 Ovens, stoves and similar appliances should be switched off or set to a 

lower temperature when not in use.  
 
5 Building Management Systems (BMS) 
 
5.1 BMS operators should ensure that systems operate correctly by 

investigating alarms and rectifying problems when required and by setting 
up and changing the system as buildings come into use or are shut down. 
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5.2 BMS systems should be reviewed regularly to ensure that operating times 
and temperatures are maintained at optimal settings to conserve energy 
use.  

 
6 Responsibilities 
 
6.1 The Chief Executive has overall responsibility for ensuring that all Trust 

staff follow the guidance on energy use and contribute to energy 
conservation.  The Chief Executive delegates to all Clinical Directors and 
Heads of Corporate Services the duty of ensuring that staff in their 
directorates are aware and follow this guidance. 

 
6.2 Clinical Directors and Heads of Corporate Functions have the following 

responsibilities: 
 

• Ensure all staff under their management are aware of and 
follow this procedure; 

 
• Report any problems arising from systems using energy to 

the Estates Helpdesk; 
 

• Report any change of use of areas under their supervision to 
estates so that operating systems can be adjusted 
accordingly.  

 
6.3 The Energy Officer / Manager is responsible for monitoring building energy 

use to ensure that buildings are operating in line with recognised 
benchmarks and investigating incidences of higher than expected 
consumption. 

 
6.4 All Trust staff are expected to: 
 

• Follow this procedure as part of their day to day working 
duties; 

 
• Use the energy resources of the Trust as wisely as possible, 

minimising losses and waste; 
 
• Report problems with equipment that uses energy to their 

supervisors or directly to the Estates Helpdesk. 
 

 
7 References 
 
7.1 This Practice Guidance Note should be read in conjunction with the 

following Trust Policy: 
 
• CNTW(O)02 - Environmental Sustainability Policy. 
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Trust Recommended Air Temperatures by Area 
 

Typical Area oC Typical Area oC 
 

Bathrooms/Showers  20  Overnight Stay (Visitors)  18  
Cleaners  16  Patients Changing  20  
Clean Utility  18  Patients Lavatories  16  
Cloakrooms  16  Porters Base  18  
Conference Rooms  18  Reception  18  
Consulting/Exam (medical)  21  Seminar  18  
Corridors  16  Staff Base  18  
Dark Rooms  18  Staff Changing  18  
Day Rooms  18  Staff Lavatories  16  
Dining Areas  18  Staff Rooms and Corridors 

Associated  
18  

Dirty Utility  16  Staircases  16  
Disposal Room  16  Telephone Exchange  18  
Entrance  16  Test Rooms  16  
Equipment Stores  10  Therapy Rooms for Physiotherapy  20  
Flower Bay  16  Treatment Rooms  20  
Interview Room  18  Visitors Rooms  18  
Laboratories  18  Waiting Areas  18  
Lecture Room/Classrooms  18  Ward Pantry  16  
Library  18  Wards and rooms for up patients  18  
Linen Stores  16  Wheelchair/Trolley Bay  16  
Milk Kitchen/Demonstration  18  Working Corridors  18  
Nurseries  21  Workshops (Heavy)  - for patient use 16   
Offices  18  Workshops (Light)  - for patient use 18 
 
Note: Every 1°C increase in heated air temperature above those recommended, 
results in an 8% increase in energy consumption and cost. Temperatures shown are 
minimum temperature to heat to using fuel. 
 


