Standard Operating Procedure (SOP)

Protocol for Implementing and Maintaining Energy-Saving Devices

This SOP details the protocol for implementing and maintaining energy-saving devices, covering device selection
criteria, installation procedures, regular maintenance schedules, monitoring and performance evaluation, energy
consumption reporting, staff training on energy conservation, troubleshooting common issues, and continuous
improvement strategies to ensure optimal energy efficiency and cost savings within the organization.

1. Purpose

To establish a standardized protocol for the implementation and ongoing maintenance of energy-saving devices across
the organization, ensuring consistent energy reduction and cost effectiveness.

2. Scope

This SOP applies to all departments and facilities responsible for the installation, operation, and maintenance of energy-
saving devices within the organization.

3. Responsibilities

¢ Facilities Manager: Oversee implementation, maintenance, and reporting.
¢ Maintenance Team: Execute installations and scheduled maintenance.
o Staff: Follow proper usage guidelines and report issues.

4. Procedure

1. Device Selection Criteria
o Assess energy requirements and compatibility with existing systems.
o Preference for devices with verified energy ratings (e.g., ENERGY STAR).
o Evaluate return on investment, durability, and vendor support.
2. Installation Procedures
o Schedule installation outside operational hours where possible.
o Follow manufacturer guidelines and organizational safety protocols.
o Document device placement and serial numbers.
3. Maintenance Schedules
o Develop and adhere to a periodic preventive maintenance timetable (see example below).
o Inspect devices for proper operation, clean components, and repair as needed.

Maintenance

Frequency Key Tasks

Device Type

Clean fixtures, check for dimming/flicker,

LED Lighting | Annually replace faulty units.

Smart . Firmware updates, sensor calibration, test
Semi-annually .

Thermostats connectivity.

HVAC Inspect sensors/actuators, check setpoints,
Quarterly

Controls clean components.

4. Monitoring and Performance Evaluation
o Utilize energy management software to track consumption pre- and post-installation.
o Regularly analyze data to evaluate savings and device effectiveness.
o Set benchmarks and Key Performance Indicators (KPIs) for energy reduction.
5. Energy Consumption Reporting
o Prepare monthly reports detailing energy usage, cost savings, and device performance.
o Share reports with relevant stakeholders and management for review.
6. Staff Training
o Conduct training sessions covering proper device use and basic troubleshooting.
o Educate staff on energy conservation practices and objectives.
7. Troubleshooting Common Issues
o Refer to manufacturer manuals for specific problems.
o Maintain a log of issues and corrective actions taken.
o Escalate unresolved issues to vendor or technical support.



8. Continuous Improvement
o Collect feedback from staff and analyze device performance data regularly.
o Review and update SOPs and device options annually based on new technologies and organizational
needs.

5. Documentation

Installation and maintenance records

Training attendance logs

Energy consumption and performance reports
Issue and corrective action log

6. References
e Manufacturer user manuals

¢ National and local energy efficiency standards
¢ Organizational sustainability policies

7. Revision History

Date Version Description Author

2024-06-15 1.0 Initial version Admin
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