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BACKGROUND:

Due to the increasing costs of energy, as well as preparing for potential sustained and/or rotating
electrical outages, this policy was drafted to emphasize conservation measures to control energy
consumption and costs wherever possible and to prepare for the impact to services provided due
to electrical outages.

POLICY:

The purpose of this policy is to identify conservation and cost saving measures related to energy
consumption as well as outline procedures in the event of sustained and/or rotating electrical
outages. Employees are encouraged to provide suggestions for the reduction of energy
consumption, as well as assist departments with suggestions for operating efficiency in the event
of sustained and/or rotating electrical outages. Employee suggestions should be provided
directly to their department head or division manager, with a copy to Human Resources.

PROCEDURES:

1. ENERGY CONSERVATION

As standard practice for all County operations, the following shall apply:

A. Heating & Cooling

All mechanical equipment in County-owned buildings or in leased space will be set to
provide a maximum of 68 degrees for heating and a minimum of 78 degrees for cooling.
Temperatures at the juvenile hall, mental health inpatient/outpatient facilities, or other
identified facilities, may be set at 73 degrees cooling. Generally, departments are not
permitted to use space heaters due to concerns regarding safety as well as for energy
conservation reasons. Small fans may be used in individual work areas.
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B. lllumination Levels

The following maximum illumination levels in foot candles are adopted for County

facilities:
General office 50 Lobbies, reception areas 30
Accounting 50 Conference rooms 50
Drafting 75 Restrooms 15
Private offices 50 Corridors 10

Library - stacks 30, reading 50

Individual low wattage fluorescent desk lights will be allowed where needed for close
work. Work areas may be rearranged to take advantage of natural light and/or lights
which are powered on and minimize the impact of powered down lights. During
emergencies, lower illumination levels may be imposed by the Chief Administrative Officer
(CAO).

C. Personal Appliances

Personal appliances, such as refrigerators, microwaves, toasters, and coffee makers,
which are used by employees should be energy efficient models or not used in County
offices. Such appliances should be centrally located at a minimum on a department-by-
department basis. Individual personal appliances at desks or in individual offices are
strongly discouraged. Insulated carafes should be used to the greatest extent possible
after coffee is brewed to allow coffee pots to be turned off.

D. Hours of Operation / Work Hours

Effective June 11, 2001, the normal work hours for most County operations will be
adjusted from 8:00 a.m. to 5:00 p.m. to 7:30 a.m. to 4:30 p.m., although flexible staffing
schedules will be encouraged where possible in order to keep facilities open until 5:00
p.m. Departments should review alternate schedules already in place such as 9/80 and
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4/10 based on the impact of reductions in energy consumption outlined below.

Use of County facilities will be discouraged after normal working hours except 24-hour
departments, Community Services and the Library. All boards, commissions, committees
etc., under the jurisdiction of the Board Of Supervisors will be encouraged, if at all
possible, to meet during the day if they desire to meet in County facilities.

E. Heating / Cooling / Lighting

Energy consumption will be reduced in all County-owned buildings and, where possible,
leased space, which are not 24-hour service departments, Community Services or the
Library. Thatis, heating, cooling, and lighting, except for minimal security lighting, will be
turned off by close of business each day and, in any event, no later than 4 p.m. for
heating and cooling, as well as over weekends and holidays and turned on again at 6:30
a.m. on working days. Since optimal heating and air conditioning benefit may be achieved
by beginning and ending each system at different times, depending on the season of the
year, General Services may determine which times are best to achieve maximum energy
savings for these systems. The CAO may direct the adjustment of thermostats when it is
determined to be necessary.

Windows and doors should be kept closed to prevent the loss of heated or cooled air.
Reasonable exceptions are allowed to address such circumstances as the necessity for
air circulation. In summer months, blinds and window coverings should be used wherever
possible on all south and west facing windows to reduce solar heat. In winter months,
such coverings should be opened or removed to make use of solar heat.

Departments are requested to turn off the lights at the close of business each day.
Employees should turn off lights when not in use, and lights should be turned off in
unoccupied rooms and storage areas when not in use. All interior lighting such as hallway
lights should be turned off during daylight hours wherever there is an external light source
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or lighting should otherwise be configured to adapt to conservation policies. The same
process should be followed with external lighting, except for security needs. Wherever
possible, incandescent lamps should be replaced with flourescent lamps, and outside
lighting will use photo cells.

Custodial personnel shall turn lights on only as needed, and turn lights off when their work
is done. Where possible, custodial personnel should work in teams to complete cleaning
in each building prior to turning lights on in another building.

F. Copiers / Printers / Computers and Monitors

Copiers, printers, computers and monitors will be shut down (power switch off) after work
hours; monitors should be shut down when not in use during lunch hours or for more than
one hour unless they are the type capable of “sleep mode” for each piece of equipment.
Where possible, video monitors and personal computers shall be set for “power down” or
“sleep” mode after extended periods of non-operation. Screen saver alone does not
reduce power consumption. All copiers and printers that have an automatic “power down”
or “energy saver” feature shall have that feature enabled. In the event of an electrical
outage, computers should be turned off in order to avoid power surges to the unit at the
time electrical power is restored.

G. Energy Efficient Equipment & Purchases

Information Services (IS) and General Services will consider energy efficiency when
developing specifications for purchasing equipment, materials, and supplies. Major copy
or print jobs should be postponed when possible, or at least to hours outside peak
consumption times. When possible, the County will pursue grant funding for energy
retrofit projects.

Where appropriate, department heads and/or facility managers are responsible for ensuring their
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department is in compliance with the above-mentioned energy conservation measures. Due to
energy conservation measures, the encouraged standard of attire would be relaxed, casual
business attire, as appropriate.

2. BUILDING CLOSURE AND POWER OUTAGE GUIDELINES

After consultation with the Chair, first Vice Chair or second Vice Chair, should the CAO make the
decision to close a building to the public, the decision to re-assign or send employees home shall
be pursuant to the applicable memorandum of understanding regarding Closure of County
Buildings Policy.

A. Communication Procedure

At a time of a sustained or rotating electrical outage, the CAO or his designee will use the
following protocol for communicating with departments of the outage, and any changes in

status:

1. Each building or facility will designate a primary department head contact and
backup contact(s) who will be responsible for communication with the CAO in
cases of power outages. The primary contact will be responsible for
communicating with all department contacts in the respective facility. Departments
should ensure the list(s) of contacts are complete and continuously updated.

2. The CAO or designee will notify the primary facility contact or backup contact of

the status of sustained or rotating electrical outages. The department facility
contact in each building shall communicate with other department heads in the
facility in order to prepare managers, supervisors and employees for such outages.
Human Resources shall be responsible for notification to respective unions
regarding status of outages.
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3. Department heads and their designated contact will provide the office of the CAO

and the primary facility contact with the name of the alternate(s) in the event of the
department head’s absence. The department facility contact for each building
should also designate an alternate as a contact person. Department heads and/or
facility managers will ensure their respective divisions are aware of impending
outages, and efforts.

B. Departmental Responsibilities

In the event of an outage, Departments are responsible for addressing electrical
disruptions, determining what action is necessary, whether employees should remain or
relocate, and whether or not it is appropriate to post a public notice regarding the status of
the outage, and how it affects that department. Departments are responsible for
identification of tasks which are a critical function and must be completed despite the fact
an outage has occurred, and shall ensure efficient communication with staff regarding the
status of outages by the development of phone trees or group page systems.

In anticipation of power outages, Department heads and the primary facility contact will
develop an electrical outage plan for each facility. This plan will include the identification
of tasks that can be accomplished by employees during outages which are ancillary,
areas to which employees can be reassigned in the event of outages, employees to be
relocated to alternate work locations, reassignment of work duties, call-back procedures
for employees who are temporarily released from their work duties, as well as procedures
in the event of the closure of County buildings. Additionally, security plans should address
the safety of employees who handle cash in public areas.

Departments should also plan for accommodating employees with limited mobility to
ensure they will be able to safely move about or exit the building in the event of an
outage. Employees with disabilities and who need special assistance should notify their
supervisor or division manager so assistance may be provided.
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C. Electrical Outages - Procedures

In the event of a sustained or rotating electrical outage the following shall apply:

Do not use candles for illumination and avoid unnecessary travel. A designated light
should be left in the “on” position in order to determine when service has been restored.
Employees shall not leave the workplace without prior authorization from their supervisor.

For the first two hours, employees should remain at work and may be reassigned to areas
in which they can work with sufficient external light.

For unknown duration in excess of two hours (but less than four hours), employees may
remain at work or are allowed the use of vacation or CTO with approval of their supervisor
and are required to call back for return or closure information. Call-back requirements for
such employees should, whenever possible, be limited to near the end of the absence. If
more immediate contact is necessary, call-back should be no more often than hourly.

Any employee whose dependent-care arrangements have been disrupted, or has reason
to believe that the safety of family and/or home security is jeopardized by an outage,
should be allowed, upon request to use available vacation, comp time, or other leaves
(excluding sick leave), for a reasonable period to make necessary arrangements. This
policy is not intended to reduce departmental discretion with regard to granting or denial
of such leave time.

In the event of an outage of greater than four hours, the CAO may direct that the building(s) be
closed in accordance with County Policy and MOU provisions.

3. POWER USAGE REPORTING BY BUILDING/FACILITY AND TO BOARD
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Information regarding prior years’ power consumption by facility and information regarding
appliance power consumption shall be provided by General Services and posted at work
sites within the departments. Employees are encouraged to make energy reduction
suggestions. Quarterly reports will be provided to the Board of Supervisors.

Primary Department: Chief Administrative Officer

References: None



