
School District of Black River Falls 
 

School Board Policy 734-Rule 
 

Energy Management Guidelines 
 
Objectives: 
 

1. Ensure adequate comfort of students, staff and other users of facilities; 
 

2. Model energy conservation practices to students and the community; 
 

3. Ensure acceptable indoor air quality in accordance with industry standards; and 
 

4. Eliminate energy waste. 
 
 
Responsibilities: 
 

1. Every person is expected to be an “energy saver” as well as an “energy 
consumer”. 

 
2. The teacher is responsible for implementing the guidelines during the time that 

he/she is present in the classroom. 
 

3. The custodian is responsible for control of common areas, i.e. halls, cafeteria, etc. 
 

4. Since the custodian is typically the last person to leave a building in the evening, 
he/she is responsible for verification of the nighttime building closing procedures. 

 
5. The Principal is responsible for overall energy usage of his/her building. 

 
6. The Building and Grounds Supervisor will perform routine audits of all facilities 

and communicate the audit results to the appropriate personnel. 
 

7. The Building and Grounds Supervisor will provide regular reports to Principals 
indicating performance with regard to energy savings. 

 
 
Heating Equipment and Air Conditioning Equipment: 

 
Efforts shall be made to operate heating systems in occupied zones only, except as 
noted below: 
 

 



1. Cooling season occupied set points will be between 74F – 78F and heating season 
occupied set points will be between 68F – 72F. 

 
2. The unoccupied temperature setting shall be 55F (i.e. setback) during the heating 

season.  This may be adjusted to a 60F setting during extreme weather. 
 

3. The unoccupied time shall begin at the end of the regular school or work day, 
unless the area is used for community activities, meetings or events.  The 
Building and Grounds Supervisor should be notified regarding events occurring 
during non-school day hours to ensure adequate room temperature. 

 
4. Preventative maintenance will be performed on steam traps and other mechanical 

components in accordance with the District’s preventative maintenance schedule. 
 

5. Staff will not obstruct ventilation ducts or return grilles with books, charts, 
furniture, plants or any other objects or materials. 

 
6. Windows will be kept closed if the heating or air conditioning system is in 

operation. 
 

7. Doors between classrooms or offices and hallways should be kept closed to allow 
the HVAC system to operate at its highest efficiency. 

 
8. Air conditioning start times may be adjusted (depending on weather) to ensure 

classroom comfort when school begins. 
 

9. Outside air dampers will be closed during unoccupied times. 
 

10. Filtration maintenance and coil and drain pan cleaning will be performed in 
accordance with the District’s preventative maintenance schedule. 

 
11. Air conditioning may be utilized in classrooms for summer school or other 

community activities and may be used by exception (i.e. cleaning crew, 
maintenance, etc.) with the prior approval of the Building and Grounds 
Supervisor. 

 
12. Buildings will be identified for HVAC energy improvement projects in 

accordance with the long-range capital maintenance plan and budget. 
 

13. Snow and ice should be cleared from the air intake vents of uni-vent equipment 
during the winter months. 

 
 
Lighting: 
 



1. All unnecessary lighting in unoccupied areas will be turned off.  Teachers should 
utilize natural lighting when possible and make certain that lights are turned off 
when the classroom is unoccupied. 

 
2. Outside lighting should be off during daylight hours. 

 
3. Gym lights should not be left on unless the gym is being utilized. 

 
4. All lights, except security lighting, will be turned off when facilities are not 

occupied. 
 

5. During unoccupied periods, custodians will turn on lights only in the areas in 
which they are working. 

 
6. Buildings will be identified for energy saving lighting projects in accordance with 

the long-range capital maintenance plan and budget. 
 
Computer/Office Machines: 
 

1. Copy machines, laminating equipment, calculators and other office machines 
shall be switched of each night and during unoccupied times, unless the 
equipment is equipped with a power saver mode.  Fax machines may remain on. 

 
2. Computers, monitors, printers, and other peripheral equipment shall be turned off 

at the end of the day or when not in use for long periods of time during the day.   
 

3. District-wide software will be used to automatically shut down computers at the 
end of the day.  Network equipment may be left on. 

 
Other: 
 

1. Effective with the 2011-12 school year, refrigerators, space heaters, electric 
coffee makers, toaster ovens, microwave ovens, and other personal appliances, 
other than those needed and approved by the Building and Grounds Supervisor for 
instructional or health reasons, will be removed from classrooms and offices.  
Such appliances will be confined to staff and faculty lounges. 

 
2. The use of small fans, radios and desk lamps is allowed, but items must be turned 

off when not in use and must be turned off each night. 
 

3. Exhaust fans should be turned off when not needed and during unoccupied hours. 
 

4. The domestic hot water temperature set point will be no higher than 120 degrees.  
Food service operations requiring higher temperature levels by code shall use 
booster units or dedicated water heaters when possible. 

 



5. A moisture extraction plan should be implemented when cleaning carpets for 
humidity control. 

 
6. When possible, small group meetings or activities should not be scheduled in 

large areas such as the theater or a gymnasium in order to reduce lighting and 
heating costs. 

 
 
Education: 
 

1. Staff and students will be provided on-going education on energy saving 
measures. 

 
2. The District will utilize appropriate curriculum materials designed to inform 

students regarding the wise use of energy. 
 

3. Every staff person will be expected to contribute to energy efficiency in the 
District. 
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