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DRAFT e-mail to ‘all lists’ –  
Invitation to join the ‘6Steps’ campaign 

 
Subject: MY ENERGY – ‘6Steps’  
 
Dear Colleague, 
 
As I am sure you are aware, through the ‘MY Energy’ project, Herefordshire Council is working to 
reduce electricity costs by 10% in one year using low/no cost measures. To achieve this we have 
split the year into four themes: PC’s & IT equipment; office equipment; heating and cooling; and 
finally lighting. For further information, please see the attached leaflet [Hyperlink to ‘MY Energy - 
Energy Saving tips’ leaflet] 
 

 
 
Within each of the designated council buildings we have at least one ‘Energy Champion’ who acts 
as a key contact for advice and information on how to save energy. Our sincere thanks go to 
each and every one of them for their commitment and hard work. 
 
To help us achieve our goals, starting today and continuing fortnightly, we will send you an e-mail 
covering each of the key themes with a number of very simple actions or activities.  
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At the beginning of each quarter there will be a ‘Staff Discount’  [Hyperlink to Discount Leaflet] 
offer for use at home based the themes mentioned above.  
 

 
 
******************************************************************************************** 
Subject: MY ENERGY – ‘6Steps’ – The Quarter’s One & Two – 
‘Heating and Cooling’ 
 
STEP 1: MY Energy – Getting your own ‘house’ in ord er!  
 
FREE ‘POWEROWN’ energy saving plug worth £20!  
 
So, to begin with, its time to get your own ‘house’ in order by practicing what we will preach in the 
workplace back at your home. 
 
Did you know that in the UK, over 6% of domestic energy consumption, representing over 
£744,000,000 worth of wasted energy  is done by leaving appliances left on stand-by! That is the 
equivalent of two nuclear power stations that have to offset this most distasteful habit of ours. 
 
Get into the habit of switching everything off when not in use. Remember that ‘Stand-by’ and all 
those little red dots are still using up precious energy and finite resources. 
 
If you have a home office which has inaccessible wall sockets, consider using a POWERDOWN 
energy saving plug. 
 
Click ‘HERE’  [hyperlink to Powerdown voucher and mechanism for registering to the campaign to 
automatically receive fortnightly e-mail] to download a voucher and claim a free POWERDOWN – 
numbers are restricted and offered on a first come first served basis. 
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[need paragraph here on how & where to claim Powerdown plug] 
 
Look out for STEP 2 in two weeks time. 
 
Until then, thanks! 
 
Sadie Reade & Harry Fitch 
 
************************************************************************************************************* 
STEP 2: MY Energy - Label equipment which needs tur ning off and put up a 
checklist poster near the exit door  
 

[How do we ensure that the energy champions have access to labels – could there be a 
Hyperlink to be able to print out some more or instructions on how to get hold of them?] 
[Based on your posters could we have a simple, printable B&W A3 poster listing out office 
equipment with empty tick-boxes to be completed by each participant?]  

 
Just to get the ball rolling, simply print out this POSTER [Hyperlink to new poster which will be A4 
when printed but can be easily photocopied up to A3] and blow it up to A3 size on your 
photocopier. Use it as a checklist for office equipment that can be switched off when not in use 
and then put it up near the exit door as a constant reminder.  
 
Then LABEL  [hyperlink to labels or instructions on how to get hold of them] up the equipment 
identified. 
 

 
 
Remember a good rule of thumb is to switch off your PC and monitor if you are not going to use it 
for another half-an-hour. 
 
Thanks!  
 
Sadie Reade & Harry Fitch 
 
************************************************************************************************************** 
 
 
 
 



MY Energy - Herefordshire Council ‘6Steps’ e-Campaign 4 

[POSTER IDEA] 
 

My Energy 
 

Have you switched me off? 
 

·  PC monitors �   
·  PC bases by the wall�   
·  Fans �   
·  Mobile phone and battery chargers �   
·  Desk-top printers / scanners �   
·  Large printers / and paper shredders �   
·  [WHAT ELSE?]  

 
Remember, ‘last one out puts it out!’ 

 
[END] 

 

 
 
*************************************************************************************************************** 
STEP 3: My Energy - Invite 6 colleagues to join you r campaign   
 
Here's a brief message you can send to your colleagues. Just copy and paste it into a new 
email.  Please send it along right away. 
 
Thanks!  
 
Sadie Reade & Harry Fitch 
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Subject: Join me in our councils ‘6Steps’ campaign  
 

Dear Colleague,  
 

Two weeks ago week I joined this council initiative called the ‘6Steps’ energy saving 
      campaign along with other council energy champions.  
 

We are starting with PC’s and other office equipment  
 

Please join in with me by clicking HERE [Hyperlink to STEP1] 
 

Many thanks 
 
*************************************************************************************************************** 
STEP 4: MY Energy - Join our private discussion for um and leave feedback  
 
Unless you haven’t already done so, join our private discussion forum HERE [Hyperlink to private 
discussion forum] and tell us that you have joined our campaign.  
Please use this opportunity to also leave feedback regarding any office equipment with sockets in 
inaccessible places which were identified during STEP 1 
You can also leave us ideas for future ‘6Steps’ campaigns for heating, cooling and lighting. 
We are looking forward to hearing from you. 
Thanks!  
 
Sadie Reade & Harry Fitch 
 
*************************************************************************************************************** 
STEP 5: MY Energy - Switch to ‘Blackle’!  
 
I am sure from time to time you use the internet and every now and then you will use ‘Google’ as 
search engine to find what you are looking for. 
 
Well, why don’t you join 000’s by switching to Blackle  [Hyperlink to http://www.blackle.com/] – the 
latest revelation from the people at Google. 
 
To find out more about Blackle click HERE [Hyperlink to http://www.blackle.com/about/] 
 
Thanks! 
 
Sadie Reade & Harry Fitch 
 
**************************************************************************************************************  
STEP 6: MY Energy - Change your printer settings  
 
There are many way in which your local printer can save on precious and expensive resources. 
 
Make it your own office policy to: 
 

·  Not switch it on first thing unless it is required straight away  
·  Switch it off at lunchtimes  
·  Print double sided (duplex)  
·  Print using economy setting so it uses less toner  
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·  Print 2 pages per sheet to reduce paper use and printing time  
 
And remember – ‘last one out puts it out’ 
 
When buying a new printer demand that it has duplex capabilities. 
 
Thanks! 
 
Sadie Reade & Harry Fitch 
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DRAFT e-mail – ‘6Steps’  
 

Subject: MY ENERGY – ‘6Steps’ – The Second Quarter – ‘Heating 
and Cooling’ 
  
Dear Colleague, 
 
I hope that you found the first quarter of ‘6Steps’ PC’s & IT equipment useful and that you have 
taken advantage of the staff discounts for your home? 
 
Today we start the next campaign which covers heating and cooling in the office place, and to 
kick this off we have negotiated more fantastic discounts for you with local businesses. Please 
read on to find out more… 
  
 
******************************************************************************************** 
STEP 1: MY Energy – Getting your own ‘house’ in ord er!  
 
So, to begin with, its time to get your own ‘house’ in order by practicing what we will preach in the 
workplace back at your home. 
 
‘Heating’ 
 
20% Discount on replacement Condensing Boilers and /or Heating Controls 
 
If you’re existing boiler is 10-years old or more then the chances are that it is not very efficient 
and it is costing you a small fortune to heat your home. 
 
If that is the case then it makes absolute financial (and environmental) sense to replace this 
dinosaur with a new condensing boiler. 
 
Even if you’re boiler is not that old, are you’re heating controls up to scratch?  
 
To find out more click ‘HERE’  [hyperlink to Domestic & General voucher] to download your 20% 
discount voucher and claim a free survey with Domestic & General Insulation Ltd. 
 

 
 

 
 
If you would like to find out how (in)efficient you’re existing boiler is then visit: 
http://www.sedbuk.com/ 
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10% Discount on installed Solar Hot Water Heating 
 
Want to go that one step further and go green? It is usually accepted that SHWH is the most cost-
effective way of introducing renewable energy technology into the home.  
 
To find out more click ‘HERE’  [hyperlink to Domestic & General voucher] to download your 10% 
discount voucher and claim a free survey with Domestic & General Insulation Ltd. 
 

 
 

 
 
As well as this fantastic offer you can get further grant funding from the Government’s ‘Low 
Carbon Building Program’. See http://www.lowcarbonbuildings.org.uk/home/ for more information. 
 
 
‘Cooling’ 
 
After heating, fridges and freezers are the biggest energy spenders in our home. Did you know 
that an ‘A++’ rated fridge, freezer and combi’s is on average 40% more energy efficient than an 
‘A’ rated one? And, a typical ‘C’ rated fridge, freezer and combi’s costs THREE times more to run 
per year than an A++ rated one? That works out on average of £30 per year or £360 over the 
typical lifetime of the appliance! 
 
To estimate how much you could save try this very simple on-line calculator 
http://www.t2c.org.uk/calculator.php 
 
7.5% Discount on Fridges, Freezers and Combinations  
 
If you’re cooling appliance is burning electricity like the ‘midnight oil’ then consider this fantastic 
offer from Chadds of Hereford. Click ‘HERE’  [hyperlink to Chadds voucher] to download your 
7.5% discount voucher. 
 

 
 

 
 
Look out for STEP 2 in two weeks time. 
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Until then, thanks! 
 
Sadie Reade & Harry Fitch 
 
*************************************************************************************************************** 
STEP 2: MY ENERGY – Report the Heating Situation in  your Office. 
 
How is the heating / cooling situation in your office? If it is too hot or too cold then post a message 
HERE [hyperlink to private discussion forum] on the Private Discussion Forum. 
 
We will endeavour to pass these details onto the Property Services Department and will monitor / 
share feedback and the associated remedial works. 
 
We feel comfortable if the room temperature and individual body heat emission exists in balanced 
proportions. If the humidity and oxygen content of the room are correct, then this should be 
between 19 Deg C and 21 Deg C. 
 
To help gauge this we have a number of FREE Thermometer Cards  to give away. To get your 
hands on one, contact MY Energy on extension XXXX or e-mail us on XXXXXXXXXXXXX 
 
Look out for STEP 3 in two weeks time. 
 
Until then, thanks! 
 
Sadie Reade & Harry Fitch 
 
*************************************************************************************************************** 
STEP 3 – MY ENERGY – Controlling the Office Tempera ture 
 
If the room is too hot then try turning the heating down. 
 
Often in overheated rooms it is easier to leave the window open for as long as it takes for the 
room to become pleasant. The result is unnecessary heat flies out of the window. Why not turn 
the radiator thermostat down a few notches instead – the windows then need only to be opened 
occasionally for fresh air. 
 
If your office radiators does not have heating controls then post a message HERE [hyperlink to 
private discussion forum] on the Private Discussion Forum and let us know. 
 
Look out for STEP 4 in two weeks time. 
 
Until then, thanks! 
 
Sadie Reade & Harry Fitch 
 
*************************************************************************************************************** 
STEP 4 - MY ENERGY – Radiators & Windows 
 
Are the radiators in your office obstructed by office furniture? Ideally there should be at least a 
500mm gap between the radiator and any piece of furniture to enable it to work properly. 
 
On a similar vein, can you open you window? Can you get easy access to window furniture to 
enable you to open the window safely? 
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If the answer is ‘no’ to either of these two questions, then post a message HERE [hyperlink to 
private discussion forum] on the Private Discussion Forum. 
 
We will endeavour to pass these details onto the Officer in Charge of the Building or Property 
Services Department and will monitor / share feedback and the associated remedial works. 
 
Look out for STEP 5 in two weeks time. 
 
Until then, thanks! 
 
Sadie Reade & Harry Fitch 
 
*************************************************************************************************************** 
STEP 5 – MY ENERGY – Unnecessary Heating 
 
Avoid unnecessary heating in the winter by using portable electric heaters. These energy hungry 
little blighters only mask an inherent problem with the existing heating system. Please report any 
heating deficiencies HERE [hyperlink to private discussion forum] on the Private Discussion 
Forum. 
 
We will endeavour to pass these details onto the Officer in Charge of the Building or Property 
Services Department and will monitor / share feedback and the associated remedial works. 
 
Similarly in the summer, avoid leaving electrical equipment and unnecessary lighting switched on 
when not in use. An electric fan only pushes warm air around a room whilst at the same time 
adding more heat through the electric motor so switch them off when you are away from your 
desk. 
 
Look out for STEP 6 in two weeks time. 
 
Until then, thanks! 
 
Sadie Reade & Harry Fitch 
 
*************************************************************************************************************** 
STEP 6 – MY Energy – Ventilation 
 
Are there any unwanted cold drafts in your office? Please report these HERE [hyperlink to private 
discussion forum] on the Private Discussion Forum. 
 
We will endeavour to pass these details onto the Officer in Charge of the Building or Property 
Services Department and will monitor / share feedback and the associated remedial works. 
 
Is your office too stuffy? This is probably due to the fact that the office is overheated. If this is the 
case then adjust the heating controls and open a window briefly remembering to shut it again 
after 5 minutes.  
 
We look forward to you joining our next campaign – Lighting – in two weeks time. 
 
Thanks! 
 
Sadie Reade & Harry Fitch 
 
*************************************************************************************************************** 
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DRAFT e-mail – ‘6Steps’  
 

Subject: MY ENERGY – ‘6Steps’ – The Fourth Quarter – ‘Lighting’ 
 
Dear Colleague, 
 
I hope that you found the previous activities of ‘6Steps’ PC’s & IT equipment, Heating & Cooling 
useful and that you have taken advantage of the staff discounts for your home? 
 
Today we start the next campaign which covers lighting in the office place, and to kick this off we 
have negotiated more fantastic discounts for you with local businesses. Please read on to find out 
more… 
 
 
******************************************************************************************** 
STEP 1: MY Energy – Getting your own ‘house’ in ord er!  
 
So, to begin with, its time to get your own ‘house’ in order by practicing what we will preach in the 
workplace back at your home. 
 
‘Lighting’ 
 
20% Discount on Energy Efficient Lighting! 
 
Are you still using energy inefficient light bulbs? 
 
You may have heard that government intends to ban all non-energy efficient light bulbs by 2011? 
Why not get ahead of the game and enjoy this exclusive offer to Herefordshire Council staff of a 
20% discount from City Electrics on all energy efficient light bulbs. 
 
Compact Fluorescent Lamps (CFLs) are now available in a range of styles including those which 
look like candles, traditional bulbs and spotlights. They use 80% less energy than standard bulbs 
and can last for up to 15 years. Click ‘HERE’  and ‘HERE’  to see more information [Hyperlink to a) 
local leaflet with City Electrics contact details and b) EST leaflet] 
 

     
 
Why not visit City Electrics new showroom at 54 Catherine Street, Hereford to see their new 
fantastic ranges – and don’t forget to take your discount voucher which can be downloaded 
‘HERE’  [hyperlink to City Electrics voucher]  
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If you would like to find out how much money you could save by switching to energy efficient 
lighting hove a look at our on-line calculator ‘HERE’  [Hyperlink to HC web-based Light-bulb 
Calculator] 
 
Look out for STEP 2 in two weeks time. 
 
Until then, thanks! 
 
Sadie Reade & Harry Fitch 
 
*************************************************************************************************************** 
STEP 2: MY ENERGY – Label Your Office Light Switche s 
 
Lighting in office building uses as much as a third of the consumed energy, so there a great 
opportunities to do something about a lot of wasted energy. 
 
If you work in an open plan office why not label-up the lights switches? – This way you will know 
what switches on what and save switching on unnecessary lights. 
 
To do this you could use ordinary blank adhesive address labels to identify which switch does 
what. 
 
Also, label up your local corridors, kitchens and toilets. Contact us at gem@herefordshire.gov.uk 
to request some pre-printed ‘Switch it Off’ labels. 
 
Look out for STEP 3 in two weeks time. 
 
Until then, thanks! 
 
Sadie Reade & Harry Fitch 
 
*************************************************************************************************************** 
STEP 3 – MY ENERGY – Check your local Lighting 
 
Is the lighting in your local area working properly? If the lights are ‘flickering’ then apart form the 
unpleasantness this causes they are operating inefficiently and coming to the end of their useful 
life. 
 
If this is the case then post a message HERE [hyperlink to private discussion forum] on the 
Private Discussion Forum and let us know. 
 
We will endeavour to pass these details onto the Officer in Charge of the Building or Property 
Services Department and we will monitor / share feedback on the associated remedial works. 
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Look out for STEP 4 in two weeks time. 
 
Until then, thanks! 
 
Sadie Reade & Harry Fitch 
 
*************************************************************************************************************** 
STEP 4 - MY ENERGY – Switching Off!  
 
We appreciate that this sounds very simple but we are all guilty from time to time for forgetting to 
switch off the lights when we leave a room. 
 
It IS a fallacy that it is better to leave fluorescent lights on as starting them up wastes more 
energy than if they remain permanently switched on! -  In reality fluorescent tubes use only a few 
seconds worth of power in start up therefore please try and get into the habit of switching off 
when you leave the room and encourage others to do the same. 
 
Please contact us at gem@herefordshire.gov.uk to request some pre-printed ‘Switch it Off’  
Labels [as seen on page 3] and ‘Time to Switch off!  Posters [as seen on page 4] 
 
Look out for STEP 5 in two weeks time. 
 
Until then, thanks! 
 
Sadie Reade & Harry Fitch 
 
*************************************************************************************************************** 
STEP 5 – MY ENERGY – Make use of Natural Daylight 
 
Natural daylight costs nothing and reduces lighting costs by up to 20%!   
 
Most people prefer this compared with artificial lighting and it can have a positive effect on morale 
and wellbeing.  
 
Where used, try pulling back venation blinds rather than compensating with artificial light. 
 
When daylight is not sufficient, where possible, make use of individual desk lamps. They are far 
cheaper and better for the environment especially if used with energy efficient bulbs.  
 
Experiment throughout different times of the day to see if switching off is a possibility. 
 
Look out for STEP 6 in two weeks time. 
 
Until then, thanks! 
 
Sadie Reade & Harry Fitch 
 
*************************************************************************************************************** 
STEP 6 – MY Energy – Dirty windows???!!!  
 
Dirty windows and dirty light fittings can reduce useful light by up to 15%! 
 
If you have dirty windows or light fittings in your vicinity then post a message HERE [hyperlink to 
private discussion forum] on the Private Discussion Forum and let us know. 
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We will endeavour to pass these details onto the Officer in Charge of the Building or Property 
Services Department and we will monitor / share feedback on the associated remedial works. 
 
(CLOSING PARAGRAPH STATING THE END OF ‘6STEPS’ / TH ANKING THEM FOR 
PARTICIPATION / REQUESTING FEEDBACK/ ASK OTHER COLE AGUES TO JOIN ETC – 
What next???) 
 
Thanks! 
 
Sadie Reade & Harry Fitch 
 
*************************************************************************************************************** 
 


