Standard Operating Procedure (SOP): Staff Training
and Awareness Programs on Energy Conservation

This SOP details staff training and awareness programs on energy conservation, encompassing the development,
implementation, and evaluation of training sessions aimed at promoting sustainable energy practices. It covers strategies
for increasing employee knowledge on energy-saving techniques, encouraging behavioral changes, and integrating
energy conservation principles into daily operations to reduce overall energy consumption and environmental impact.

1. Purpose

To establish a systematic process for training staff and raising awareness about energy conservation, with the goal of
cultivating energy-efficient behaviors and reducing the organization's environmental footprint.

2. Scope

This SOP applies to all employees, contractors, and relevant stakeholders within the organization.

3. Responsibilities

Role Responsibility

Energy

Manager/Coordinator Developing and updating training content; facilitating sessions; monitoring effectiveness.

Scheduling, communicating, and documenting training sessions; tracking staff

Human Resources o
participation.

Ensuring staff attendance; supporting the integration of energy conservation behaviors in

Department Heads daily activities.

All Staff Active participation in training; implementing learned energy-saving practices.

4. Procedure

-

. Needs Assessment
o Identify knowledge gaps and training needs through surveys, audits, or feedback mechanisms.
2. Training Program Development
o Design training modules (in-person workshops, e-learning, posters, newsletters, etc.) focused on
energy-saving techniques, technologies, and organizational best practices.
o Customize content for different departments based on operational relevance.
3. Scheduling and Communication
o Plan and schedule sessions periodically (e.g., quarterly, on-boarding for new hires).
o Communicate the training schedule through internal communication channels.
4. Implementation
o Conduct training sessions as planned.
o Distribute supporting materials (guides, checklists, infographics).
5. Evaluation and Feedback
o Assess learning outcomes through quizzes, surveys, or observation of behavioral changes.
o Gather feedback from participants to improve future programs.
6. Continuous Improvement
o Review and update training content annually or as needed.
o Implement new strategies based on current energy conservation trends and technologies.

5. Documentation and Records

Attendance records of all training sessions.

Copies of training materials and resources.

Evaluation results and feedback summaries.

Any corrective or improvement actions taken post-training.

6. Monitoring and Review



¢ Regularly monitor energy consumption data to detect improvements linked to training programs.
¢ Report outcomes and recommendations to management annually.

7. References

e |SO 50001:2018 &€" Energy Management Systems
¢ Internal Energy Management Policy
¢ Relevant national or local energy conservation guidelines

8. Revision History

Version Date Description Approved By

1.0 2024-06-01 Initial SOP Release Energy Manager
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