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1.1 POLICY STATEMENT

The National Maritime Museum recognises it has a responsibility to help protect and preserve the environment.  We have developed this policy as a constant reminder of our responsibilities to act in order to achieve the goals and objectives that will ensure a continuous management commitment and thus reduce the environmental impact of all our activities and the commensurate energy consumption.

This Energy Management Policy declares an intent to:

· Increase energy efficiency

· Reduce energy consumption

· Reduce consumption of fossil fuels

· Reduce emissions of CO2

· Invest in clean, energy efficient sustainable technologies

· Reduce the environmental impact of all the Museums activities

· Reduce consumption of raw/processed materials and minimise environmental impact of all our waste disposal

and sets out a strategic action plan and associated management system that will ensure continuous review and improvement and that all objectives are achieved.

The Trustees and Directors are committed to conserving energy both as a social and commercial imperative.  To achieve this the corporate team have established long-term corporate goals, medium-term objectives and short-term targets.  Each compliments the other and makes the Energy Policy possible in order to achieve the impact stated and the support of all staff and the visiting public to the National Maritime Museum.

This policy accords directly with the Museums Mission, objectives and values with particular reference to:

a. inspiring innovation, shaping and maintaining best practice and achieving high quality in all areas of its work

b. sustaining operational and financial viability through effective and efficient management of its resources

c. valuing the role and contribution of each member of staff, both as individuals and as team members, and fostering their continuous professional development

d. embracing constructive and creative ideas to improve its performance and extend its reach

1.2 SCOPE OF CORPORATE COMMITMENT

1.2.1 Long-Term Corporate Goals

a. Commit organisation to responsible energy management.

b. Give high priority to energy efficient investment.

c. Do everything economically feasible to reduce consumption.

d. Minimise CO2 emissions in accordance with Government targets.

e. Promote energy efficiency throughout all operations.

f. Minimise environmental impact.

g. Promote use of sustainable energy resources.

1.2.2 Medium-Term Objectives

a. Create and maintain high profile for energy management.

b. Monitor and evaluate performance levels.

c. Set and publish performance improvement targets.

d. Report performance changes.

e. Increase staff and public awareness.

f. Motivate staff and public to utilise energy efficiency.

g. Adopt good housekeeping practices.

h. Provide practical advice on energy management to staff.

i. Review tariffs and energy supply contacts.

j. Establish an energy management structure.

k. Establish a monitoring and targeting system.

l. Provide regular management reports on costs and consumption.

m. Establish annual budget for investing in energy efficiency.

n. Improve energy efficiency of existing buildings.

o. Conduct site energy audits.

p. Introduce energy efficiency into site induction and training programmes.

q. Introduce energy efficiency into the design brief for all new and refurbishment projects.

1.2.3 Short-Term Targets

a. Monthly Progress Meetings
b. Achieve Re Accreditation 2007

c. Interface with Sustainability Group

d. Achieve Targets laid out on Energy saving list

e. Achieve new targets laid out in Energy Policy Statement

f. Continue to reduce Energy Consumption
g. Reduce Museums Carbon Footprint

2.0 STRATEGIC ACTION PLAN 2007
In order to achieve the published objectives in our policy statement the following actions need to be taken within the next twelve months:

Agree Revised Energy Policy Statement



1 month

Agree Revised Energy Policy Document.


1 month

Establish Energy Management Team (2007) and 
Agree Role and Remit of Each Individual.


2 months

Set 2007 Targets to Reduce Energy 


Consumption, CO2 emissions and Energy Costs.


3 months

Conduct Annual Reviews by Energy Management 

Team and Publish Report to Indicate Improvements to 

Raise Staff and Public Awareness.



3 months

Establish Monitoring and Targeting System 


for Whole Estate, Including Satellites.



4 months

Adopt and Promote Good Housekeeping Practices.

Ongoing
Motivate Staff and Public to Employ Energy Efficiency 

Measures and Run Publicity Campaign



Ongoing
Facilitate Budget Negotiations and Confirm 


Adequate Budget Provisions Have Been Made.

6 months


Prioritise and complete Energy Actions


Ongoing

Review Tariffs and Energy Supply Contracts.


6 months

Continue Energy Efficiency During  Site Staff 


Ongoing
Induction and Training Programmes.





Carry Out Energy Audit of All Sites and Produce Report 

Giving Recommendations for Improved Energy Efficiency.
6 months

Establish Annual Budget for Investing in Energy Efficiency.
6 months

Formulate and Produce Annual Report Indicating Energy 

Efficiency Changes and Improvement Including Staff

Suggestions and Initiatives.




12 months

Partner with Greenwich Energy efficiency 
And carry out mini Exhibition 




6 months

3.0 MANAGEMENT SYSTEM

3.1
Management Responsibilities

3.1.1
Director


Roy Clare

-
Director of the National Maritime Museum.


Liaises with

-
Trustees and energy management team.


Reports to

-
Trustees.

Duties
- 
Overall responsibility for energy efficiency



and ensuring continuous corporate commitment.  Agreeing format of energy policy and allocation of suitable budgets.

3.1.2 Head of Energy Management Group

Andy Bodle

-
Director of Operations & Human Resources




Head of Energy Management Group.

Liaises with

-
Director and energy management group. 
Sustainability Group

Reports to

-
Director

Duties


-
Agreeing energy efficiency policy

, communications between team and Executive Board
3.1.3 Energy Manager

Chris Forster

-
Resident Mechanical Building Services Engineer

Liaises with

-
Energy management group

Sustainability Group

Reports to

-
Head of Energy Management Group

Duties


-
Managing energy and associated utility contracts,

Setting targets and monitoring consumption. Producing annual reports. Chairing Meetings.
Introducing energy efficiency initiatives and monitoring progress.  Adopting and promoting good housekeeping procedures, motivating staff and initiate publicity campaign.

3.1.4 Energy Engineer

Jon Fothergill

-
Resident Electrical Building Services Engineer

Liaises with

-
Energy Manager

Reports to

-
Energy Manager

Duties 
-
Assisting Energy Manager with day-to-day implementation of energy initiatives, promoting good housekeeping procedures and motivating staff.

3.1.5
Maintenance

Peter Wardle
-
On site Maintenance Supervisor


Liaises with

-
Energy Manager


Reports to

-
Energy Manager


Duties

-
Ensuring implementation of energy efficiency


Initiative’s, continuously monitoring plant status and enforcing planned maintenance regime.

3.1.6 Departmental Energy Managers

Alice Graham

-
Exhibition Project Manger




Sustainability group chair

John Malone

-
Visitor Services Manager

John Brown

-
Technical Operations Manager

Liaises with

-
Energy Manager

Report to

-
Energy Manager
Duties


-
Ensuring staff support for energy efficiency

Initiatives and good housekeeping

3.2 ENERGY MANAGEMENT TEAM



DIRECTOR






   HEAD OF ENERGY MANAGEMENT 



          

   

ENERGY MANAGER















ENERGY ENGINEER



     


                               MAINTENANCE 
SUSTAINABLE GROUP                         VISITOR SERVICES                               TECHNICAL OPERATIONS
SUPERVISOR
MANAGER
4.0 SUMMARY OF PROCEDURES

4.1
Introduction
National Maritime Museum (the organisation), in the procedures contained in the subsequent sections, have documented controls to monitor the activity through all phases for the implementation of effective Energy Management in both policy and commitment.

4.2 Procedure one – Definitions, Documentation and change control.
This procedure has been established to define the responsibilities and actions required for writing, revising and distributing the Energy Management Policy Manuals.  This procedure applies to all in-house documentation and change control and contains definitions for terminology used throughout these procedures.

4.3 Procedure two – Energy Management System Review
Procedures have been established and documented for an Energy Management System designed to meet the requirements of ISO 14001 & ISO 9000 : 2000.  The system is designed to ensure continual assessment and improvement of internal processes and through this the organisations associated energy efficiency.

All procedures are regularly audited as stipulated in these procedures to ensure conformance and continual improvement.  Audits are recorded, non-conformances corrected and monitored.  Regular management reviews are held to analyse results and to formulate future strategy/processes to improve the Energy Management system and ensure conformance to the required standard.

4.4 Procedure three – Energy Management System

This procedure provides the Energy Manager with an all points check list for continual assessment of the implementation of energy efficiency covering all aspects of energy procurement and utilisation, good housekeeping, management reviews and reporting methods, collating information for dissemination to others, formulating plans for energy efficiency strategies, consulting best practice opportunities, providing energy performance information, monitoring and targeting, preparing budgets for future energy efficiency initiatives, increasing staff and public awareness, providing practical advice on energy management to staff and conducting site energy audits.

4.5 Procedure four – Recruitment and Training.
This procedure identifies the responsibilities and actions necessary to introduce energy efficiency into the induction and training of new staff to the Museum together with the provision of periodic training needs for relevant personnel in the design and implementation of energy efficiency initiatives.

PROCEDURE ONE

NMM – 001 DEFINITIONS, DOCUMENTATION & CHANGE CONTROL

1.1 Purpose and Scope

The purpose of this procedure is to define the responsibilities and actions required for writing, revising and distributing the Energy Management Policy document.  This procedure also includes definitions for terminology used throughout these procedures.

1.2 Definitions
Organisation
-
National Maritime Museum

Good Housekeeping
-
The practice employed by staff to reduce

energy wasted, by direct positive action, such as closing doors, switching off lights, computers, etc.

Fossil fuels
-
Naturally occurring organic resources such

as, oil, gas and coal.

CO2
-
Carbon dioxide produced by burning

fossil fuels, unit of measurement – metric tonne or kg / year.


Continual improvement
-
Process of enhancing the energy


management policy, to achieve improvements in overall energy performance, on a continuous basis.


Environment
-
Surroundings in which the organisation

operates, including air, water, land, natural resources, flora, fauna, humans and their interrelation.


Energy Management
-
The part of the overall management system

that includes organisational structure,


planning activities, responsibilities, practices, procedures, processes and resources for developing, implementing, achieving, reviewing and maintaining the energy policy.


Energy Policy
-
Statement by the organisation of its

intentions and principles in relation to its overall energy efficiency performance, which provides a framework for actions and for the selling of its energy objectives and targets.

Audit
-
A systematic and documented verification

process of objectivity, obtaining and evaluating evidence to determine whether the organisations energy managements system conforms to the audit criteria set by the organisation and by the energy efficiency accreditation scheme, and for communication of the results of this process to management.


Energy audit
-
The determination of actual energy use, in

each part of the National Maritime Museum’s estate and satellites.


Sustainability
-
Using materials and resources, which are

naturally replenished or recycled, which meets the needs of the present without compromising the ability of future generations to meet their own needs.


Energy Manager &
-
The person nominated to be responsible for System co-ordinator

the implementation of the Energy


Management Policy, to achieve the intentions and principles to improve overall energy efficiency.  For the time being, and for the foreseeable future, this will be Christopher Forster, Resident Engineer, Operations & Facilities Management.


Energy Management
-
Members of staff nominated to ensure the 
Group

energy policy goals align with any

business improvement programmes, and that the policy has the full backing of all departments within the Museum.


E.M.S.
-
Energy Management System.

1.3 Procedure
1.3.1
The energy management system manager/coordinator shall control the issue of the

EMS manuals and the changes to manuals and shall hold a current master manual as well as a correction copy with a record copy of all revisions.

1.3.2 Each manual will have a unique “controlled” reference number, which relates back to a particular individual cited on the distribution list (Form ref: NMM-001/01).

1.3.3 The controlled copies of the EMS manual shall be provided to all relevant staff responsible for energy management as identified on the enclosed management structure.

1.3.4 The EMS manager shall on the initial distribution, date and authorise the contents/status sheets to make the system “live” and then pass the relevant copies to those cited on the distribution list for issue.

1.3.5 Upon leaving the organisation, individual manual holders will return their copies of the manual to the EMS manager.

1.3.6 The EMS manager shall delete the name of the individual leaving from the distribution list and arrange re-distribution as appropriate.

1.3.7 Issue/Revision references will be shown on the bottom on each page.

1.3.8 The “Issue” reference letter will be updated only when the particular procedure is replaced.

1.3.9 The “Revision” reference number will be updated when a revision is made to the individual page.

1.3.10 The contents page will be amended to show revisions and will be dated and signed by the EMS Manager and issued accordingly.

1.3.11 Each revision issued will be accompanied by the amended contents list.

1.3.12 Acknowledgement of the revised sheets will be made by the recipient signing and returning E.M.S. memorandum (Form Ref. NMM-001/02) to ensure that controlled records are maintained, by the EMS Manager.

1.3.13 The EMS manager shall maintain in the EMS support file a master list of all documentation in use with versions identified.

1.3.14 The EMS manager shall hold an EMS support file illustrating all guidance notes, forms and documentation referred to throughout these procedures.

1.3.15 The EMS manager shall be responsible for ensuring that all guidance notes, forms and documentation are available where required and are the latest issue and distributed to all relevant personnel upon request.

1.3.16 The EMS manager shall regularly review all in-house forms and documentation against the master list to ensure the latest issue is being used.

1.3.17 Improvements or amendments to the existing procedures, guidance notes, forms and documentation proposed by members of staff will be submitted to the EMS manager, via the Head of the Energy Management Group using the Change Control Sheet (Form Ref. NMM-001/03)

1.3.18 As and when new documentation, forms or procedures are required in any department by any members of staff, the EMS manager must be notified by the Change Control Sheet (Form Ref. NMM-001/03) in order that the new documentation can be approved and incorporated into the manual.

1.4
Documentation

EMS Manual – Controlled Distribution List

-
NMM-001/01


Energy Management System Memorandum

-
NMM-001/02


Change Control Sheet




-
NMM-001/03
NATIONAL MARITIME MUSEUM
FORM REF. NMM-001/01

ENERGY MANAGEMENT SYSTEM MANUAL
DATE 

CONTROLLED DISTRIBUTION LIST

	
	NAME
	MANUAL

No
	RECEIVED

	1
	ROY CLARE
	1
	

	2
	ALICE GRAHAM
	2
	

	3
	CHRIS FORSTER
	3
	

	4
	PETER WARDLE
	4
	

	5
	JONATHAN FOTHERGILL
	5
	

	6
	ANDY BODLE
	6
	

	7
	MARY-JANE TSANG
	7
	

	8
	JOHN BROWN
	8
	

	9
	ROBERT SNEDDON
	10
	

	10
	JOHN MALONE
	11
	

	11 
	SUE KENNEDY
	12
	

	12
	CHRIS HALLIDAY
	13
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


NATIONAL MARITIME MUSEUM
FORM REF. NMM-001/02

ENERGY MANAGEMENT SYSTEM MEMORANDUM
DATE …………………

	TO:


	ALL MANUAL HOLDERS

	FROM:
	THE ENERGY MANAGEMENT SYSTEM MANAGER



	SUBJECT:
	…………………………………………………………………………….



	PROCEDURE(S):


	…………………………………………………………………………….



	PLEASE UPDATE YOUR MANUAL WITH THE FOLLOWING …………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

	COMMENT ………………………………………………………………….………………..

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………

…………………………………………………………………………………………………




	Please sign, date and return to the Energy Management System Manager to indicate that the documentation/manual has been revised in accordance with the above.

	NAME
	SIGNATURE
	DATE

	R. CLARE
	
	

	A.GRAHAM
	
	

	C.FORSTER
	
	

	P. WARDLE
	
	

	J. FOTHERGILL
	
	

	A. BODLE
	
	

	M-J. TSANG
	
	

	J.BROWN
	
	

	S. KENNEDY
	
	

	J.MALONE
	
	

	R. SNEDDON
	
	

	C.HALLIDAY
	
	


NATIONAL MARITIME MUSEUM


FORM REF. NMM-001/03

CHANGE CONTROL SHEET
DATE …………………

	TO:
	ENERGY MANAGEMENT SYSTEM MANAGER



	FROM:
	………………………………………………………………………………………

	DATE:
	………………………………………………………………………………………

	IT IS REQUESTED THAT THE FOLLOWING CHANGES BE CONSIDERED TO THE PROCEDURE/FORM/DOCUMENT DETAILED BELOW.


	PROCEDURE/FORM/DOCUMENT: ……………………………………………………….

	PAGE No/REF ……………………………………………………………………………….


	Proposed Change:





	Reason for Change:





	Approved/Not Approved
	Signed

Date


	:


:

	Remarks:





	Action Taken


	By:
	Date:

	Verified:


	EMS Manager


PROCEDURE TWO

NMM – 001 ENERGY MANAGEMENT SYSTEM REVIEW

2.1 Purpose and Scope

The purpose of this procedure is to ensure that the energy management policy system established by the National Maritime Museum remains efficient, economic and up-to date.

2.2 Procedure
Internal Audits

2.2.1
A schedule of internal audits shall be drawn up by the Energy Management System


Manager for a complete 12 month period showing when audits will take place.  The schedule, (Form Ref: NMM-002/01) will ensure that all procedures are audited each year.

2.2.2
The EMS manager shall carry out the audits and/or as appropriate, shall select and train other senior members of staff to complete audits on his behalf.

2.2.3
The EMS Manager shall issue the assigned Auditor with the appropriate terms (Form Ref. NMM-002/02) and audit instructions prior to the audit where applicable.

2.2.4 The assigned auditor shall ensure that the latest copy of the procedure is available as well as the results of the previous audit findings.

2.2.5
The auditor shall discuss actions required with the appropriate person executing the procedure and shall examine all relevant records and documents to ensure that all aspects of the procedure are being adhered to and are understood.

2.2.6 A Corrective Action Request (CAR) (Form Ref. NMM-002/03) shall be raised for each non-conformance found indicating whether the deficiency is major or minor.

2.2.7 The auditor shall complete Section 1 & 2 of the CAR and obtain the relevant signatures of the person(s) involved to ensure that the non-conformance is understood and the agreed timescale for the corrections of deficiencies can be met.

2.2.8 The CAR shall be forwarded to the internal auditor who shall co-ordinate the subsequent corrective action, follow up and close out activities by signing Section 4.

2.2.9 In the event that the corrective action proves to be ineffective, further audits my be scheduled by the EMS Manager.

2.2.10 Upon completion of the audit, the auditor shall give a brief resume of findings on the audit report (Form Ref. NMM-002/02) with details of findings on a continuation sheet, if necessary.  The report shall then be forwarded, with any CAR’s raised, to the Energy Management review meeting and shall also be used to determine the frequency of future audits.

2.2.11 Further unscheduled audits shall be carried out when a major amendment or new policy is adopted by the Energy Management team and/or the co-ordinator to improve the EMS, where corrective action proves ineffective.

These audits shall be recorded on an audit report form.

2.2.12 No scheduled or unscheduled audits shall be authorised other than by the EMS Manager.  Any corrective actions to be carried out shall be notified to him.

Management Review

2.2.13
A Energy Management Policy System review shall be scheduled by the Head of the EMS team at least every 12 months and shall be attended by:


1.
Director


2.
Head of Team


3.
Energy Manager


4.
Resident site Maintenance Supervisor


5.
Energy Management Team
2.2.14 The review meeting shall address the effectiveness of the organisations Energy Management Policy system agenda as follows:


1.
Are the short, medium and long term objectives being met.


2.
Have the proposed energy reductions been achieved against monitoring of targeting.


3.
Have the proposed CO2 reductions been achieved and is the Museum on course to meet the Governments target.


4.
Has the energy efficiency budget been established and approved.


5.
Effectiveness of energy efficiency campaign.


6.
Staff initiatives/suggestions.


7.
Energy budgets for nest year.


8.
Effectiveness of staff training.


9.
Results/update of energy audit.


10.
Proposed update to Energy Policy Statement.


11.
Environmental issues.


12.
Utility supply contracts and tariffs.


13.
Future Energy Management Policy.


14.
Any other Business.

2.2.15 The review meeting shall also address the organisations future energy strategy which may be influenced by:

1.
New products or processes.

2.
Changes in utility supply market.

3.
Changes in Legislation.

4.
Financial implications.

5.
Corporate policy.

6.
Current good practice.

2.2.16 Any actions by the review meeting resulting in changes to the energy management policy system manual and procedures shall be delegated to a review meeting member and monitored until completion by the Head of the energy management team.

2.2.17 Further meetings shall be scheduled as necessary.

2.2.18 Minutes of management review meetings shall be maintained showing items discussed, corrective actions to be carried out and responsibilities for following up and closing.

2.3 DOCUMENTATION
Internal audit schedule




-
NMM-002/01

Audit report form




-
NMM-002/02

Corrective action request form



-
NMM-002/03
	NATIONAL MARITIME MUSEUM

INTERNAL AUDIT SCHEDULE


	FORM REF: NMM-002/01

DATE ………………………….



	YEAR 2007 – 2008


	PROCEDURES


	NOV
	DEC
	JAN
	FEB
	MAR
	APR
	MAY
	JUN
	JULY
	AUG
	SEP
	OCT

	1
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	4


	
	
	
	
	
	
	
	
	
	
	
	


NATIONAL MARITIME MUSEUM


FORM REF NMM-002/02

AUDIT REPORT FORM
DATE ………………….

PROCEDURE AUDITED: …………………………………………………………………

AUDIT REFERENCE: …………………….………………………………………………..

	AUDIT REPORT

	Date of Audit:
	Auditor:

	Procedure No:

	Persons Contacted:

	Previous audit Date:
	Ref:

	Summary………………………………………………………………………………………

	…………………………………………………………………………………………………

	…………………………………………………………………………………………………

	…………………………………………………………………………………………………

	…………………………………………………………………………………………………

	…………………………………………………………………………………………………

	…………………………………………………………………………………………………

	…………………………………………………………………………………………………

	…………………………………………………………………………………………………

	…………………………………………………………………………………………………

	…………………………………………………………………………………………………

	…………………………………………………………………………………………………

	…………………………………………………………………………………………………

	…………………………………………………………………………………………………

	Signature:

Auditor
	Signature:

EMS Manager

	Date:
	Date:


NATIONAL MARITIME MUSEUM


FORM REF NMM-002/03

CORRECTIVE ACTION REQUEST FORM

Date ……………….

	Procedure Audited:
	Date:

	Comments:





	Auditor


	Audit Report Ref. No

	Non-Conformance:






	Major
	Minor

	Signatures:

EMS Manager
	Auditor

	Corrective Action:


	

	Agreed Completion Date:


	

	Signatures:

EMS Manager
	Auditor

	Follow-up Date:


	

	Follow-up Details:


	

	Signature:

EMS Manager
	Close out Date:


PROCEDURE THREE

NMM-003 ENERGY MANAGEMENT SYSTEM

3.1 Purpose and Scope
The purpose of this procedure is to define the responsibilities and actions required to implement and achieve improved energy efficiency across the whole Museum estate.

3.2 Procedure
3.2.1 Obtaining Commitment and Co-operation.

Commitment.
The commitment of all staff and the visiting public to the concept of any energy conservation programme is important.  In order to gain this commitment the energy management team together with the energy manager should initiate the following actions:

a)
Highlight measures and expected benefits which can be undertaken to produce energy savings with minimal outlay in expenditure.

b)
Produce cost-benefit analysis for all measures, which incur capital expenditure or changes in operational requirements.

c)
Carefully explains the impact of proposed energy conservation measures on the building occupants and their activities.

d)
Publish the energy policy statement and energy management policy document to establish an energy management responsibility structure.

e)
Set energy targets for different departments depending on sub-metering and available monitoring equipment.

f)
Ensure that top management are made aware of the benefits being achieved from implementation of the energy policy in terms of improved all round business performance, enhance market and ethical image and improved corporate communication.


Co-operation

In addition to the commitment of staff and public to energy conservation the full co-operation of all those involved in the programme is necessary.  This would include:

a)
Maintenance and operating personnel.


Their involvement could include:


i) additional plant adjustment


ii) installation of new equipment/technologies


iii) modification of existing systems and components


iv) revised maintenance and operating schedules


v) additional logging and analysis of data.

b)
Staff concerned with energy conservation.

In the main these will be involved with recording, analysis and presentation of energy usage information.


c)
Building Occupants.

The effectiveness of new procedures and conservation measures will depend on the motivation of all staff and the visiting public in the efficient use of energy and to the need for introducing them to changes in the operation of building services.


d)
Management

The involvement of the management is to ensure that the programme is supported by all departments and that the drive and motivation for energy savings covers all aspects of the operation of the estate.

3.2.2 Planning
The implementation of the energy management policy needs to be carefully structured and controlled to achieve all the benefits that accrue.  Planning is then an essential feature of this exercise to ensure that activities are undertaken in a logical and efficient manner.


This planning phase should include the following features:


a)
Careful selection of the energy management team to ensure estate wide



involvement and continuous motivation for both staff and public.


b)
Detailed consultation with the energy management team to agree and


enclose the energy management policy and policy document before implementation.

c)
Determine the annual energy consumption for each building or where sub meters exist.  Set annual targets for each building based on previous utility invoices or meter readings.  Take into account future energy efficiency initiatives and the energy policy intent.


Monitor consumption at a frequency of no more than three months.  Compare results against targets.  If a discrepancy is noted then further detailed investigation of the installed plant and services should be undertaken immediately to determine the source of the extra consumption and appropriate action taken.


d)
Conduct a full energy audit of all buildings on all sites to determine where

and how all the energy entering the building is used.  This audit shall be undertaken at the earliest opportunity in order to allocate the respective proportions of each item of energy use and to determine the most appropriate energy efficiency initiatives for future implementation.         

The first audit shall be a detailed comprehensive survey of all energy usage.  This type of survey will normally only be required every five years.         

On each anniversary of the comprehensive audit the energy manager shall conduct a concise survey in order to update the original audit with improvement, changes, initiatives etc.                                                        

For details of energy audit formats refer to (Form Ref: NMM-003 / 01 & /02).


e)
Prepare and plan the estate wide energy efficiency campaign to include all

staff and the visiting public to introduce “Good Housekeeping”.  This requires positive action by all building users to eliminate energy wastage, whilst maintaining comfort conditions and safeguarding all exhibits and artifacts.

Most good housekeeping measures cost nothing to implement.  The key is to change attitudes and lifelong habits by making staff and public aware of energy use and motivating them to cut out waste.

The first stage of this campaign is the implementation of the “Energy Policy Statement” which should be exhibited wherever staff and public congregate, published on the Intranet and as a T.M. to all staff.

This should be followed by a publicity campaign to raise awareness for both staff and public as to the objectives of energy efficiency achievements and to provide incentives to improve performance.

Ideas for an energy efficiency campaign could include the following:

i)
Run a poster campaign demonstrating energy efficiency ideas

such as switching off lights, closing doors, turning off taps, turning off personal computers, printers etc.



ii)
Raise awareness via staff training.  This could be via seminars,




induction training or hands-on demonstrations.



iii)
Run a suggestion scheme and invite staff and public to participate.




Offer a financial reward/prize for the best ideas.


f)
Check the requirements of current legislation, regulations and by-laws in


relation to the proposed programme.  Seek further advice from authoritative sources on energy saving measures.

g)
Prepare a plan, which includes:


i)
Implementation of energy policy and energy management policy



document.


ii)
Preparation of energy audit.


iii)
Identification of measures where energy savings can be made.


iv)
The effects of energy saving measures on the environment and



activities of each building/site.


v)
Assessment of cost-benefit of proposed measures.


vi)
A list of priorities in the proposals.


vii)
The implementation of the programme including time-scales and



disruptions, which could occur to normal operations.

h)
Identify external sources of information, which would be needed in assessing the returns achieved in the programme e.g. meteorological data, case studies of energy usage in similar buildings.

i)
Plan monitoring and recording system to assess the effect of the programme.

j)
Update and revise the plan as and when things are implemented or improved on each site.

3.2.3 Implementation
The following list of actions should be taken when implementing the programme:

a)
Obtain energy management team approval to implement the programme.

b)
Publicise the programme and explain its importance to the Museums


business and public image.

c)
Organise the energy audit and carefully study the information this provides.

d)
Consult with the Museums maintenance staff to check the operation of the


buildings, its services and plant to see that:


i)
lighting, air conditioning etc. are being used effectively and



settings/results are in line with requirements and recommendations.


ii)
Systems are only being used when needed.


iii)
Plant is being operated efficiently.

e)
Institute good housekeeping measures to correct wastage revealed by d).

f)
Establish where possible new operating standards for efficient use of all


buildings.

g)
Prepare detailed proposals for modifications and additions to achieve

energy savings.  Produce cost/benefit analysis for each of these proposals where capital investment is involved.

h)
Obtain quotations from contractors/specialist for supply and installation of energy saving proposals.

i)
Programme the implementation so that measures are introduced with the minimum of disruption to normal activities.

j)
Install additional monitoring equipment where information is required to assess energy usage and savings.

k)
Institute monitoring and targeting scheme and assign tasks to key personnel.

l)
Review planned preventative maintenance procedures to ensure efficiency of plant and system operation.

m)
Keep all staff and public informed of progress of programme and of results achieved.

n)
Regularly review programme and modify actions where necessary.

o)
Maintain records of energy usage and savings achieved and compare with targets.  Publish quarterly reports of results to energy management team.

3.3 Reviewing Progress
In order to maintain staff awareness and management commitment it is important to regularly examine what progress the organisation is making towards achieving its:

a)
Long-term corporate goals

b)
Medium-term objectives

c)
Short-term targets.

To do this effectively the organisation needs procedures for reviewing what has to be done against the milestones specified in the action plan.

The frequency for this review should be every three months for the first year, there after this can be extended by the energy term if the first year’s results have been satisfactorily.

Information about progress against each item in the action plan should be provided by the Energy Manager through the line management structure to the energy management team.

After the first twelve months since inception the energy manager shall produce an in-depth annual report.  Annual reporting is essential if the Trustees, Director and energy management team are to discharge their corporate responsibilities.  They should use this report to decide whether:

a)
adequate progress is being made towards the long-term corporate goals.

b)
medium-term objectives or short-term targets need to be altered.

c)
the action plan needs to be updated or revised.

d)
the resources in personnel and finances are adequate to meet the overall corporate objectives.

e)
future funding for new energy saving technologies

f)
identification of any voluntary initiative such as Energy Efficiency Accreditation Scheme that the organisation is participating in.

For details of quarterly report format refer to Form Ref: NMM-003/03.

For details of annual report format refer to Form Ref: NMM-003/04.

3.4 Energy Efficiency in the Design Process
It is the organisation policy to encourage the installation of those building services systems, which minimise the consumption of energy.

Whilst actively pursuing this policy it is accepted that any energy conservation measures must demonstrate that they are cost effective, can maintain set standards do not give rise to any adverse consequences, or incur prohibitive maintenance costs.

It is the organisation policy to employ energy conservation on all new and refurbishment projects, which involve building fabric and building services amendment/installation.

To facilitate this requirement the energy manager will advise the design team on all factors affecting energy efficiency.  This initial consultation should be at the inception/briefing stage and should continue through to project completion.

Through this consultation the design team should:

a)
provide an energy efficient design that takes account of energy management and maintenance needs

b)
provide projections of energy performance and running costs

c)
propose further options for energy efficiency, highlighting the potential benefits to the end user

d)
set energy and environmental targets e.g. BREEAM credits
e)
advise on implications that decisions have on life cycle costs

f)
agree the quality of the internal environment and consider what compromises can be made to reduce energy consumption

g)
consider the requirement for individual control

h)
consider sustainability in construction

i)
consider the use of passive design where possible

j)
install sub-metering as necessary to assist in monitoring and targeting culture.

k)
consider the type of construction contract to allow all the building professionals to work together creatively to achieve an integrated and energy efficient design.

3.5 Documentation
Model brief for a concise energy audit & survey
-
NMM-003/01

Model brief for a comprehensive energy audit & survey
-
NMM-003/02

Energy Management Policy Quarterly Report format
-
NMM-003/03

Energy Management Policy Yearly Report format
-
NMM-003/04

Energy efficiency check list
-
NMM-003/05
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Model brief for a concise energy audit and survey

This outlines the objectives of an annual energy audit and survey, and the report format to be used to detail the findings and recommendations of the audit and survey.

1.
Objectives
The objectives of a concise energy audit and survey are:

-
to identify opportunities for reducing energy costs

-
to estimate the potential savings, and where applicable, implementation costs

-
to provide an audit for the site on the basis of the previous 12 months’ invoiced accounts.

Methods of achieving these objectives are:

-
by observations and, where applicable, analysis of how efficiently energy-consuming equipment is being used

-
by considering possible improvements to energy management control.

2.
Report format
A short report shall be written to outline the findings and recommendations arising from the survey.  The report shall be preceded by a summary outlining the potential energy savings available at the site.  These will primarily be of the good housekeeping and low-cost type but will also indicate where further opportunities may exist.  The body of the report shall contain the following sections:

-
Site information

-
Energy audit

-
Energy use

-
Energy management

3.
Scope of survey and report
The following shall be covered:

3.1 Site information
The site, its functions and services, shall be described.

3.2 Energy audit
Based on data obtained from the previous 12 months’ fuel invoices, a table showing annual fuel consumption and costs shall be complied for the site.  Performance indicators shall be determined and commented on.

3.3 Energy use
Boiler plant

Combustion efficiency, based on waste gas analyses, shall be assessed for the main boiler plant under operating conditions as found.  The general condition of the boiler plant and associated pipework insulation shall be checked.  Recommendations for improved energy efficiencies with the boiler house shall be based on the above analysis and observations.

Space heating and domestic hot water
The heating and hot water systems shall be assessed and recommendations made on:

-
the heating period compared with occupancy periods

-
the condition, settings and siting of existing controllers and sensors

-
instantaneous temperature measurement taken during occupancy periods

-
the condition of insulation on pipework, valves and flanges

-
HWS temperature

Electrical power and lighting

Observations of power and lighting systems shall be carried out to determine the following:

-
the condition of lighting equipment

-
any unnecessary use of lighting

-
the type of existing luminaries and possible replacement by higher-efficiency lighting

-
use of electric heating and its control

-
the operation and loading of refrigerators and air compressors

-
efficient use of large electric motors.

Recommendations to reduce energy costs shall be made on the basis of the above observations.

Air conditioning plant
The settings of existing time and capacity controls shall be obtained and included in the report, together with comments on control, operation and potential energy savings.

Building fabric
Observations shall be made of:

· insulation standards

-
excessive air leakage into buildings due to badly fitting doors and windows.

Recommendation shall be based on the above observations.

3.4 Energy management
Existing energy management procedures shall be assessed, and outline recommendations shall be made on any improvement, which can be made to the existing system.  An assessment of any potential for fuel/or tariff changes shall be outlined.
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Model brief for a comprehensive energy audit and survey

This outlines the objectives of a five yearly comprehensive energy audit and survey, and the report format to be used to detail the findings and recommendations of the audit and surveys.

1.
Objectives

The objectives of a comprehensive energy audit and survey are to

-
provide an audit of site energy

-
identify areas of potential energy cost savings

-
provide an estimate of potential annual energy savings with implementation costs and payback periods

-
identify how methods of energy management should be developed to achieve, maintain and recognise further potential savings.

Methods of achieving these objectives are by:

-
analysis of invoiced and metered fuel consumptions

-
observations and measurements on energy-consuming equipment during the survey period to determine energy efficiency and wastage

-
examination of operating practices and management techniques

-
establishment of a basis for continued monitoring of energy consumptions and setting achievable targets

-
on completion of the survey, preparation of a report in the format outlined below containing recommendations supported by data, which, if implemented, would result in energy costs savings

-
presentation of the report to senior management.

2.
Report format

A report is written to detail the findings and recommendation arising from the survey.  It consists of the following.

2.1 Management summary
This outlines the potential energy savings identified by the survey.  The summary shall also show tables of individual recommendations based on good housekeeping and low-cost measures and capital expenditure schemes.

2.2 Report
The report details findings and recommendation in the following sections: (Delete any section to be excluded.)

-
Site information

-
Energy audit

-
Energy use:


(a)
Boiler plant


(b)
Space heating


(c)
Domestic hot water


(d)
Air conditioning and ventilation


(e)
Electrical power and lighting


(f)
Catering


(g)
Other energy uses


(h)
Building fabric

-
Energy management.

2.3 Appendix
The Appendix includes graphs, calculations and miscellaneous data, which are relevant to the report.

3.
Scope of survey

The following items should be covered and reported on (Delete any items to be excluded).

3.1 Site information

The site, its functions and services, shall be described in this section.  A building or site plan shall be included.

3.2 Energy audit

Based on information obtained from fuel invoices, metered consumptions, observations and calculations, the following shall be produced:

-
a table showing the consumptions, unit costs, and total costs for all purchased fuels for the previous 12 months.

-
a table showing the percentage changes in energy costs over the previous 3 years.

-
a summary of energy intakes e.g. supply meters and tariffs.

-
table(s) and pie chart(s) showing a breakdown of fuel types and costs for each major fuel user, for the previous 12 months.

Energy performance indicators for the building(s) shall be calculated and commented on.

3.3
Energy use
Boiler plant
-
Combustion efficiency tests shall be carried out on all boilers at high, medium and low fire rates (where applicable).  Recommendations for the improvement of combustion efficiency shall be made where necessary.

-
Seasonal efficiency of boilers shall be estimated, based on observed operating conditions and past records.  The effect of producing hot water only, during the summer periods, on seasonal efficiency shall be assessed if applicable.

-
Where low seasonal efficiencies are found, recommendations shall be made on savings achievable by replacement boilers, separate hot water heaters, or other facilities for seasonal operation.

-
The general condition of the boilers shall be assessed with particular reference to insulation and air leakage, and recommendations made for improvements where necessary.

-
The condition and thickness of insulation on pipework, valves and flanges shall be assessed and recommendations made for improvement where necessary.

-
Suitability and settings of time and temperature or pressure controls shall be assessed and recommendations for improvement made where necessary.

-
The use of economisers on gas-fired boilers shall be evaluated and recommendations made on the viability and practicality of such schemes.

-
The use of cheaper or alternative fuels shall be considered.

-
Consideration shall be given, in certain circumstances, to the viability of the use of waste incinerators.

Space heating
The heating systems shall be examined and recommendations made on:

-
the heating periods compared with occupancy

-
the type of heating system installed

-
the condition, settings, positioning and operation of existing controllers and sensors

-
the need for additional controls

-
the condition, positioning, and any obstruction of heat emitters

-
a temperature record, over a period of 7 days, shall be carried out to obtain a heating profile in representative area(s).

Domestic hot water
The hot water system shall be examined and recommendations made on:

-
calorifier storage and delivery temperatures and control systems

-
calorifier insulation, condition and thickness

-
calorifier storage capacity in relation to draw-off requirements

-
hot water outlet temperatures and flow control from taps and showers

Electrical power and lighting
Observations and measurements shall be carried out to determine:

-
the ‘maximum demand’ profile over a period of 7 days

-
the most economical supply tariff, based on the ‘maximum demand’ profile and past invoices

-
the need for power factor correction, if low power factors are penalised by the supply authorities

-
excessive transformer losses due to low loading of transformers

-
an assessment of connected power and lighting loads

-
the type, condition, siting and switching arrangement of existing luminaries, and possible replacement by high-efficiency lamps

-
any unnecessary use of lighting and power equipment, with particular attention to electric heating equipment

-
the control of electric heating, and possible replacement by other types of heating

-
the performance and loading of air compressors, and the potential for waste heat recovery

-
the effectiveness of the distribution and utilisation of compressed air

-
the type, size and loading of motors to suit the application

-
the potential for combined heat and electricity generation (CHP).

Recommendation shall be made on the basis of the findings from the above observations and measurements.

Air conditioning and ventilation
-
Air flows shall be measured and the heating/cooling loads assessed.

-
Controls shall be examined for switching, settings and operation of existing time and capacity controls.

-
Ductwork shall be examined for leakage and for correct operation of dampers.

-
The performance and loading of refrigeration compressors and the potential for waste heat recovery shall be studied.

-
The distribution and insulation standards of the refrigeration system shall be examined.

-
The power consumption of major fans, chillers and pumps shall be assessed for audit purposes.

Catering and other energy use
-
The use of cheaper alternative fuels and heat recovery shall be considered.

-
Any unnecessary use of equipment shall be identified.

Building fabric
The following shall be examined and appropriate recommendations made:

-
insulation standards of roofs, walls and floors

-
glazing standards of windows

-
excessive air infiltration due to badly fitting doors and windows

-
excessive air infiltration due to doors and windows being left open

3.4
Energy management
An assessment shall be made of the existing energy management procedures, information available, and metering at the site.  Recommendations shall be made on any improvement, which can be made to the existing system.  These recommendations shall take account of manpower availability and the cost requirements setting up an improved system of energy management.

Systems of energy management shall be based upon quantitive measures of performance using:


(a)
Performance indicators calculated for the particular situation

or


(b)
Monitoring and target setting, relating energy consumption to known variables.

The merits of suitable methods shall be outlined on the basis of the availability of information, cost of implementation, metering availability and the suitability of variables against which to compare energy consumption.

Management structures for collecting and processing data and taking action in response to the findings shall be reviewed.
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The quarterly report should contain the following information:

1.
Introduction and a statement on the organisation’s corporate objectives.

2.
Comparison of energy consumption for whole estate and for each building, actual against target

3.
Progress report on current energy saving initiatives, i.e.


a.
Level of investment


b.
stage of completion


c.
success of project



i)
Reduction of energy consumed



ii)
Reduction of CO2 emissions



iii)
Cost savings



iv)
Any environmental impact.

4.
Identification of any voluntary initiatives, staff suggestions, Energy Efficiency Accreditation Scheme etc.

5.
Statement of whether the organisation is proceeding on target.

6.
Update Energy Management Policy Statement with new information.
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The annual report should contain the following information:

1.
Introduction and a statement on the organisations long-term corporate goals.

2.
The organisations medium-term (two to five year) objectives for reducing energy consumption and CO2 emissions.

3.
Annual report on gross energy consumption for Gas, Electricity and Water, presented in tabular and pie chart format.

4.
Comparison of actual annual energy consumption against previous year and predictions for reductions.  Information to be presented on a building by building and estate by estate basis.

5.
Progress report on current energy saving initiatives, i.e.


a.
Level of investment over last 12 months


b.
Stage of completion for each project


c.
Success of project



i)
Reduction of energy consumed



ii)
Reduction of CO2 emissions



iii)
Cost savings



iv)
Any environmental impact




v)
Proposals for the next 12 months together with budget costs and pay-back





criteria.

6.
Identification of any voluntary initiatives, staff suggestions, participation in external schemes etc.

7.
Report on the success of the publicity campaign and proposals for the next 12 months.

8.
Overall statement on whether the organisation is proceeding on target and the objectives for the next 12 months.

9.
Update Energy Management Policy Statement with new information.
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Building Structure
1.
Provide additional insulation to walls, roofs and ceilings.

2.
Provide light coloured finishes to roofs (to reduce solar gain).

3.
Install double glazing in place of single glazing.

4.
Install blinds or other shading devices on windows (to reduce cooling loads).

5.
Install solar film on windows (to reduce cooling loads).

6.
Check/repair seals on window and door frames and on curtain walls.

7.
Fit draught excluders around windows and doors.

8.
Provide double entry or revolving doors at entrances.

9.
Keep all doors and windows closed as much as possible.

10.
Provide ventilation to roof and attic spaces in summer.

Electric Lighting and Power
11.
Use natural lighting in perimeter rooms.

12.
Where possible, reduce lighting levels in areas such as corridors.

13.
Reduce overall illumination levels.

14.
Use task lighting.

15.
Provide selective switching arrangements for lighting.

16.
Install higher efficiency lighting.

17.
Control outdoor lighting (timers or photocells).

18.
Reduce or switch off decorative/advertising lighting.

19.
Reduce lighting in underground garages, car parks and other general areas (to minimum levels required for safety).

20.
Switch off lighting when not required.

21.
Introduce a proper lighting maintenance programme.

22.
Install demand limiting equipment.

23.
Use power factor corrections.

24.
Redecorate with light colours on walls and ceilings.

25.
Use properly sized motors and drives.

Heating, Ventilating and Air Conditioning
26.
Turn off air conditioning during unoccupied hours.

27.
Reduce fresh air quantities during occupancy periods.

28.
Shut off fresh air during unoccupied hours.

29.
Optimise system start-up times.

30.
Reduce system air volumes (consider conversion to VAV).

31.
Reduce extract air volumes.

32.
Shut off extract fans in unoccupied spaces.

33.
Reduce heating in occupied spaces to statutory requirements.

34.
Reduce/turn off heating in unoccupied spaces.

35.
Minimise air duct and damper/component leakage.

36.
Reschedule heating and chilled water temperatures.

37.
Reschedule hot and cold air temperatures.

38.
Ensure perimeter heating and interior zone cooling systems are not “fighting one another”.

39.
On dual duct systems, reset hot and cold deck temperature to provide reduced heating and cooling.

40.
If possible, avoid use of preheat coils.

41.
Raise mixed air temperatures.

42.
Use lowest possible reheat schedule.

43.
Use recovered heat for preheat and reheat.

44.
Repair leaks in all piping services.

45.
Use proper water treatment (to reduce fouling of heat exchange surfaces).

46.
Reduce hot and chilled water flow rates while still maintaining safe operation.

47.
Trim the diameter of pump impellors.

48.
Convert three-way values to two-way operation and install variable speed pumping.

49.
Clean all strainers.

50.
Check all air vents and steam traps for correct operation.

51.
Replace strainer baskets with largest practicable size mesh.

52.
Remove orifice plates not in regular use.

53.
Insulate piping and ductwork (system gain/loss should not exceed 5%).

54.
Optimise multiple chiller operation.

55.
Maintain cooling towers and condensers at maximum efficiency.

56.
Reduce cooling tower bleed.

57.
Maintain/replace air system filters (to avoid fan power waste through unnecessarily high resistance).

58.
Reclaim heat from hot areas (kitchens, print-rooms, transformers rooms, etc.).

59.
Utilise condenser water heat (for air conditioning reheat or to preheat domestic hws).

60.
Ensure all plant is properly operated.

61.
Ensure all plant is properly maintained.

62.
Retest, rebalance and adjust all systems to required levels.

63.
Check flues and chimneys for blockage or improper draught.

64.
Clean all combustion surfaces.

65.
Check fuel/air ratios.

66.
Ensure combustion efficiency is not reduced by building negative pressure.

67.
Preheat combustion air using waste heat.

Automatic Controls
68.
Recalibrate control systems; adjust settings to achieve economy in energy usage.

69.
Check room thermostats for correct location (not on cold walls, in draughts, or subject to radiation from sun or lights).

70.
Install self-acting thermostatic radiator valves.

71.
Provide individual room controls.

72.
Lock thermostats at desired settings (to prevent tampering).

73.
Install enthalpy controls.

74.
Install gas (odour) and CO2 sensors to vary fresh air supply rate according to occupancy.

75.
Add solar compensation (to prevent wasteful overheating) if this is practicable.

76.
Provide automatic control system if not already installed.

PROCEDURE FOUR

NMM-004 RECRUITMENT AND TRAINING

4.1
Purpose and Scope

This procedure identifies the responsibilities and actions necessary for the induction and training of staff with respect to the energy management policy and their participation with energy efficiency on the Museum estate.

4.2 Procedure
4.2.1
New recruits
All new staff to the Museum are introduced to the estate via induction training on their first day, which covers all aspects of working, health and welfare for the main site and all satellites.

As part of this induction training all new staff will be informed of the Museums corporate policy toward energy efficiency, the current initiatives being employed on the estate and the new employees responsibility toward these initiatives.

Form Ref: NMM-004/01 – Induction Checklist shall be completed for each new recruit which covers pre-employment, first day, first week and first month procedures.

4.2.2 Recruitment Induction training
The Museum conducts a two day induction seminar for all new recruits.  The period of this induction course from the employee’s commencement date varies dependent on the number of new recruits during a given period.  The minimum number of new employees per seminar is ten.

Although all new employees will be informed of the Museums corporate energy policy during their first day induction training it is considered imperative that a more detailed introduction to energy efficiency is delivered during this in-depth induction course.

A short presentation will be given by the energy manager on the Museums mission statement, current energy efficiency applications, publicity campaign, and the corporate long, medium and short term objectives and goals.

4.3. DOCUMENTATION

Induction Check list – NMM-004/01
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INDUCTION CHECKLIST
Date……………………

This form will be reviewed at Management Team to ensure prompt return.

NAME: …………….… DEPARTMENT: …….……… START DATED: ……………..

LINE MANAGER: …………………………….

TARGET DATE FOR COMPLETION OF INDUCTION: ……………………………

TASK

PRE EMPLOYMENT
ACTIONED BY
DATE
1.
Line Manager to arrange for the following to be provided:

a)
Accommodation

b)
Office equipment

c)
Stationery Pack, telephone and telephone List, Staff list/Structure of Museum

2.
Arrange for member of team to ‘buddy’ new starter





Line Manager’s Signature: ……………………





Date: ………………..

FIRST DAY
3.
Go through health and safety procedures and complete form

4.
Go through energy management policy document and associated procedures.

5.
Show staff facilities – Toilets, Kitchens etc., restaurants

6.
Go through procedure for booking annual leave/sick absence regulations

FIRST WEEK
7.
Explain new starter’s individual role and how they fit into the team/organisation

8.
Arrange for new starter to spend ½ day with each department member

9.
Visit key areas of Museum associated with own team

10.
Ensure new starter knows about lunch arrangements and the local area

11.
Arrange date for performance & probation progress meeting and explain what it will entail (See No. 14)

12.
Produce Training Plan for new starter.





Line Manager’s Signature ………………………..





New Starter’s Signature …………………………..

FIRST MONTH
13.
Ensure new starter is aware of location of Museum outstations

14.
Ensure new starter is aware of the names and job titles of staff in key areas

15.
During progress meeting review current job description and revise if necessary.  Agree and set objectives for the coming year.  A training and development plan should be agreed in conjunction with line manager and training officer.  This should include needs for the current post and wider development and should be reviewed after 6 months by line manager.  The new staff member should be encouraged to voice any opinions or concerns.  Manager to give starter feedback on performance so far.

16.
Review of Training Plan.





Line Manager’s Signature ……………………….





New Starter’s Signature …………………………





Date ……………………………………………….
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NOTE:


					


The formal channels of communication to be used when dealing with energy management issues are direct to the nominated individual.  All information is to be copied to Mr. Chris Forster for collation and dissemination.
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