Administration Center
1000 East Broadway, Stratford, CT 06615

Uniform Indoor_Air Quality Inspection and Evaluation Program

Reporting Year: 2024
Report Date:  December 16, 2024
District: Stratford School District

School: Stratford High School
245 King Street, Stratford, CT 06615

In accordance with section 10-220(d) of the Connecticut General Statutes {*CGS § 10-220(d)" or "IAQ Statute”),
Stratford Public Schools (SPS) will have a complete uniform Indoor Air Quality (IAQ) inspection and evaluation of
Stratford High School was performed by Van Zelm during 2024.

This report will provide summaries of the School's inspections and evaluations undertaken pursuant to the 14 1AQ
categories set forth in the IAQ Statute. Where applicable, SPS referred to and relied on the U.S. Environmental
Protection Agency's (EPA’s) IAQ Tools for Schools (TFS) guidance and checklists in its inspections and
evaluations. The TFS checklists completed for the Schools in 2024 are included in Appendix A.

1. Heating, Ventilation and Air Conditioning (HVAC) Systems

SPS completed this assessment requirement using a combination of the TFS general Walkthrough Inspection
Checklist and Ventilation Checklist. These checklists provide guidance for evaluating multiple elements of the
building’s HVAC systems, including the building’s outdoor intakes and potential pollutant sources, system
cleanliness and preventative maintenance programs, control components, distribution systems, and exhaust
systems.

In accordance with section 10-231e of the Connecticut General Statutes, SPS also ensures that the School's HVAC
systems are (1) maintained and operated in accordance with the prevailing maintenance standards at the time of
installation or renovation of such system, and (2) operated continuously during the hours in which students or
School personnel occupy School facilities, except (A) during scheduled maintenance and emergency repairs, and
(B) during periods for which School officials can demonstrate that the quantity of outdoor air supplied

provides sufficient air changes.

In addition, SPS expects to be in position to undertake a standalone evaluation of the HVAC system at Stratford
High Scheol in compliance with the requirements of the IAQ statute, with said evaluation required to be performed

by qualified professionals and occur at least once between July 1, 2026, and June 30, 2031, and every five years
thereafter.

The HVAC systems for SPS are maintained by the Town of Stratford. There are known operational issues
associated with the HVAC system in the school and contractors are engaged and actively evaluating the
system to address these issues.
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2. Radon Levels in Air

SPS has a long-established radon testing program for the School in accordance with CGS § 10-220(d) and the State
of Connecticut Department of Public Health (CTDPH) guidance. This program requires qualified and trained
professionais to evaluate each school building for radon through sampling and laboratory analysis every three
years as well as reporting to CTDPH. The most recent radon evaluation was performed for SPS during the 2024-
2025 school year and Stratford High School had sixteen classrooms tested in November, 2024 by Environmental
Transactions, with no further action on radon is required. The school is due for the next evaluation during the
2026-2027 school year.

3. Potential for Expasure to Microbiological Airborne Particles, Including, But Not Limited To, Fungi, Mold
and Bacteria

SPS addressed this assessment requirement using a combination of EPA’s TFS general Walkthrough Inspection,
Building and Grounds Maintenance, and Food Service checklists. The focus items include evaluation of drainage
at the exterior and roof of the building, any evidence of interior moisture intrusion or moisture issues through
roof or plumbing leaks or any consistent condensation, evidence of mold/mildew growth, etc.

The School’s IAQ conditions were typical of school buildings and no concerns for microbiological airborne
particles were noted during the assessment.

4. Chemical Compounds of Concemn fo Indoor Air Qualily Including, Buf Not Limited To, Volatile Organic
Compounds

SPS addressed this assessment requirement using a combination of EPA’s TFS general Walkthrough Inspection and
Building and Grounds Maintenance checklists. The focus items include evaluation of building maintenance supplies
and grounds maintenance supplies and how they are used, stored, and labeled as well as spill response,
engineering and administrative controls used in conjunction with these products.

The assessment did not identify issues with chemicals of concern impacting the School’s IAQ. The majority of
building and grounds maintenance products are stored offsite at the Town of Stratford Public Works Building.

Additionally, SPS continues to operate its green cleaning program utilizing environmentally preferable cleaning and
disinfecting products.

5. Degree of Pest Infestation, Including, But Not Limited To, Insects and Rodents

SPS addressed this assessment requirement using a combination of EPA’s TFS general Walkthrough Inspection,
Waste Management, Food Service and Integrated Pest Management checklists. The focus items include evaluation

of pest evidence, entry points, food, water, and identification of potential pest habitats as well as establishing a
regular monitoring program.
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The assessment did not identify any material pest issues at the School. On occasion, SPS has identified pest
concerns associated with food stored in classrooms and other similar scenarios. SP5 maintains a contract with a
pest management company that performs monthly visits, or more, as needed. The pest management company
regularly evaluates the exterior of the building for potential entry points and deploys non-toxic pest control
devices such as glue traps.

6. Degree of Pesticide Usage

5PS operates an Integrated Pest Management {IPM) program in accordance with CGS § 10-231a-231d. The IPM
program requires SP5 to evaluate alternative pest management methods before using pesticides, utilize the least
toxic method to address the pest problem, and ensure all pest control products are used and stored in accordance
with regulatory and manufacturer requirements by trained and qualified personnel. The plan further requires
notifications to school occupants and parents of pesticide applications through posted notices and/or letters and
that records of IPM practices and a pest management log is maintained for the School. SPS and the pest
management company do not regularly use or store pest control chemicals at the School. The application of
pesticides on School grounds is avoided when possible.

7. The Presence of And the Plans for Removal of Any Hazardous Substances That Are Contained on The
List Prepared Pursuant fo Section 302 Of the Federal Emergency Planning and Community Right- To-
Know Act, 42 USC 9601 Ef Seq. (EPCRA)

SPS has evaluated the School for the potential presence of hazardous substances listed in EPCRA Section 302 and
determined there are currently none present.

8. Ventilation Systems

The School’s ventilation systems were addressed in Section 1 herein.

9. Plumbing, Including Water Distribution Systems, Drainage Systems and Fixtures

SPS addressed this assessment requirement using a combination of EPA’s TFS General Walkthrough Inspection,
Building and Grounds Maintenance, and Food Service checklists. The focus items include evaluation of drainage
and plumbing systems for evidence of leaks, odors, staining, condensation, and evidence of mold/mildew growth.

Based on the walkthrough and checklist, no plumbing issues affecting IAQ were identified and the Town of
Stratford Public Works Department handles all of SPS plumbing needs.

10. Moisture Incursion

SPS addressed this assessment requirement using a combination of EPA’s TFS General Walkthrough Inspection,
Building and Grounds Maintenance, and Food Service checklists. The focus items include evaluation of drainage at
the exterior and roof of the building, evidence of interior moisture intrusion or moisture issues through roof or
plumbing leaks or consistent condensation, and evidence of mold/mildew growth.
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No moisture incursion issues were identified during the assessment. Should a moisture issue be identified
during a regular building review, a work request will be entered into the Town’s work order system and a
representative of Stratford Public Works will investigate the issue. Our custodial staff make regular
walkthroughs of the buildings to look for any problem and report it to myself and again enter a ticket to
the town.

11. Qverall Cleanliness of The Facilities

SPS addressed this assessment requirement using a combination of EPA’s TFS General Walkthrough Inspection,
Waste Management, Food Service, and Integrated Pest Management checklists. The focus items include
evaluation of sanitary conditions in food handling and storage areas, ensuring waste does not accumulate,
verifying walk-off mats are present at each entrance, ensuring proper procedures are in place for dust control
during cleaning activities and a schedule is established for vacuuming and mopping floors.

Minor dust accumulation was noted in limited areas, but overall, the School facility was acceptably clean. Should a
particular location be identified by a staff member or administration to require supplemental cleaning, a work
request will be entered into the Town’s work order system. SPS custodial team does a great job of cleaning the
schools nightly. When something is reported by a teacher or student a staff member will take care of immediately.
Our custodians fill out a monthly form to check on status of work tickets that were completed, emergency lights
are checked monthly also. The custodians also make sure the areas by the dumpsters are clean at all times.

12. Building Structural Elements, Including, But Not Limited To, Roofing, Basements or Slabs

SPS addressed this assessment requirement using a combination of EPA’s TFS General Walkthrough Inspection
and Building and Grounds Maintenance checklists. The focus items include visual evaluation of roofing materials

and structural components of the building. Nothing of note was identified during the assessment and the roof was
replaced in 2018.

13. Use of Space, Particularly Areas That Were Designed to Be Unoccupied

SPS continuously evaluates the use of space at the School. SPS staff understand that spaces not designed to be
occupied may not have adequate ventilation or meet minimum requirements for heating or cooling. SPS did not
identify the use of any spaces contrary to their intended use (e.g., use of a closet as an office).

14. The Provision of Indoor Air Quality Maintenance Training for Building Staff

SPS building staff have been trained in the use of the EPA TFS checklists to gather information related to the
overall condition of the school building. Staff understand that findings must be documented and addressed
promptly. Additionally, certain staff members have specialized training related to HVAC, plumbing, nursing,
groundskeeping, etc. and serve a critical role in addressing identified concerns iffwhen they arise.
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Instructions |

1. Read the IAQ
Backgrounder and
the Background
Information for
this checklist,

2. Keep the
Background
Information and
make a copy of |
the checklist for
future reference. |

i 3. Complete the |

Checklist.

+ Check the “yes,”
nno’n or
“not applicable”
box beside each
item. {A “no”
response requires
further attention,}

+ Make comments
in the "Notes” |
section as
necessary.

4, Return the checklist |
portion of this
document to the
|1AQ Coordinator,

Building and Grounds
Maintenance Checklist

_;a;e_: :*’24:,1": dich (.?u s/ Cre
' School: S, M ‘/Jfr.}f el {f}l gﬁL‘QL{

| Room o Area: \_jf{ M Date Completed: /-7 - Ao &{
Signature: L /
1. BUILDING MAINTENANCE SUPPLIES Ves. No
la. Developed appropriate procedures and stocked supplics for spill control 0
1b. Reviewed supply labels.. . EZ/ a
lc. Ensured that air from chemlcal and trash storagc arcas vents to

the outdoors... . RN - gl |
1d. Stored chem1ca1 products and suppllcs in sealcd, clcarly Iabclcd

CONLAIMETS 1ovviuviieteite e bbb bbb et (PG
le. Researched and selected the safest products available............covvviniivnninns EEI/ a
1f. Ensured that supplies are being used according to manufacturers’ m/

INSEUCHIONS 1.eciviiceic ittt st e ee et en e srsns e Q
lg. Ensured that chemicals, chemical-containing wastes, and containers are

disposed of according to manufacturers’ instructions ........c.c.eocecviveinvinenne. EJ/ a
Ih. Substituted less- or non-hazardous materials (where possible) ...................... IZ'/ a
li. Scheduled work involving odorous or hazardous chemicals for periods

when the school is unoccupied ... “ @/E]
1j. Ventilated affected arcas durmg and aftcr thc usc of odorous or

hazardous chemicals .. ‘B/ a

2. GROUNDS MAINTENANCE SUPPLIES

2a. Stored grounds maintenance supplies in appropriate area(s) .........c.ococovevernnnes a o
2b. Ensured that supplies are used and stored according to manufacturers’
INSIEUCHIONS «...ooviiiic e b bbbt boes s rsene s o o

2c. Established and followed procedures to minimize exposure to fumes
from supplices ..

2d. Reviewed and followed manuf'lcturers guldelmcs for maintenance ..............

2e. Replaced portable gas cans with low-emission cans .. RROSRTROI

2f. Stored chemical products and supplles in sealed, clearly labcled
containers .. e

2g. Ensured th'll chemlcals chemlcal contammg wastes, and containers are
disposed of according to manufacturers” instructions ..

0DO0C

O
0 O 00C

O

3. DUST CONTROL

3a. Installed and maintained barrier mats for entrances .........coceevveerccennenenans
3b. Used high efficiency vacuum bags...
3c. Used proper dusting techniques .. PV RVURO
3d. Wrapped feather dusters with a dust cloth

3e. Cleanced air return grilles and air supply vents

SLCEN

oCcooo

DDDDDDDDDD-E

% R RA] ] ]

coCcoo



4. FLOOR CLEANING Yes No N/A
4a. Established and followed schedule for vacuuming and mopping floors......... a o
4b. Cleaned spills on floors promptly (as NECESSAIY)Y .ovvrveviiriieesecreseeeisetsnene IQ/ Q o
4c. Performed restorative maintenance (as NECESSATY) ...ivoeeremieeiercereeseerenreennn EI/ a d
5. DRAIN TRAPS
5a. Poured water down floor drains once per week (about 1 quart of water) ....... E( a o
5b. Ran water in sinks at least once per week (about 2 cups of water).........c.o..... @/ o a
5¢. Flushed toilets once each week (if not used regularly) .......ccooooveniiicnnn G/ g Q
6. MOISTURE, LEAKS, AND SPILLS
6a. Checked for moldy odors ............. ™ DO
6b. Inspected ceiling tiles, ﬂoors and walls for Ieaks or dlscolorallon (may
indicate periodic leaks} ......cceervvinennenen. N s Rl
6c. Checked areas where moisture is commonly generaled (e g, kltchens
locker rooms, and bathrooms) ... . J a a
6d. Checked that windows, wmdowsﬂls, and wmdow frames are free of m/
CONARNSALE ... e sre et e s e s a e st e sre e s e st e ssenssenta e areseas g Q
6e. Checked that indoor surfaces of exterior walls and cold water pipes are
free of CONAENSALE .o.ovciiic e e e nraees E( o Q
6f. Ensured the following areas are free from signs of leaks and water damage:
Indoor areas near known roof or wall leaks ............cooccoovvoorecencccncnee. @ 0 Q1
Walls around leaky or broken windows... @ 0D
Floors and ceilings under plumbing ... GI/ o a
Duct interiors near humidifiers, coolmg cm]s and ouldoor air mtakes l]l/ a a
7. COMBUSTION APPLIANCES
7a. Checked for odors from combustion appliances ... { o Q
7b. Checked appliances for backdrafting (using chcmlcal smokc) ....................... l{ a a
7¢. Inspected exhaust components for leaks, disconnections, or deterioration .... iD/ 0O
7d. Inspected flue components for corrosion and 500t .....ccocvvviieierenicnicreeiene. UJ/ a o
8. PEST CONTROL
8a. Completed the Integrated Pest Management Checklist..........ccovvovcivrnvnnnn. { O a
NOTES
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Instructions

. Read the /AQ

Backgrounder and
the Background
Information for
this checklist.

. Keep the

Background
Information and
make a copy of
the checklist for
future reference.

. Complete the

Checklist.

* Check the "yes,”
“no,"” or
“not applicable”
box beside each
item. (A "no”
response
requires further
attention.)

« Make comments
in the “Notes”
section as
necessary.

. Return the checklist

portion of this
document to the
IAQ Coordinator.

Food Service Checklist

Jm:m%. H(‘rlﬂcvas

School

Room or Area: ‘4. lJfCth

Date Completed:

Signature; W @W

ib.
lc.

1d.
. Verified that gas appliances are vented outdoors ..

If.

lg.
th

li.

2a.
2b.
2¢.

2d.
2e.

2f.

Ja.
3b.
3c.

3d.
3c.

. COOKING AREA

. Determined that local exhaust fans operate properly (note if fans are Yes

excessively noisy) ...
Checked for odors near cookmg, prc.parauon and catmg areas
Ensured that exhaust fans are used whenever cooking, washing dishes,

AN CLBANMINE weovvieeir et rasb e se e s st st aas b s b ne @ 0
Determined that gas appliances function properly

Ensured there are no combustion gas or natural gas odnrs leaks back—

drafting, or headaches when gas appliances arc used ..o G/D
Ensured that kitchen is clean after use . e 0
Checked for signs of microbiological growlh in lhe knchen mcludmg

the upper walls and ceiling (for example, mold, slime, and algae)................ @/Cl
Sclected biocides registered by EPA (if required), followed the

manufacturer’s directions for use, and carefully reviewed the {
method Of GPPLCALION ... s ss s s rres s sas b a

. Verified the kitchen is free of plumbing and ceiling leaks (signs include

stains, discoloration, and damp Areas) ......c..ocovevererermeneererereress e eesres s D/EI

FOOD HANDLING AND STORAGE

Checked food preparation, cooking, and storage areas for signs of insects E/
and vermin (for example, feces or remains) ... oeeeviivvcnnrnmcr e ]

Stored leftovers in well-sealed containers with no traces of food on outside ID/
surfaces .. e s a

Ensured that food prcparatlon u}okm;,. and storage practlces are sanitary , Q/D
Disposed of foed scraps properly and removed crumbs ... @ 0
Cleaned counters with soap and waler or a disinfectant (according to

school policy)

Swept and wet mopped FOOrS ... i e e e

WASTE MANAGEMENT

o’
y 0
Sclected and placed wasie in appropriale CONLAINEGTS .oovrecrereireececer e, %
Ensured that containers’ lids are securely closed ... Qa
Separated food waste and food-contaminated items from other wastcs,
if possible ... SRR ?/‘/l
Stored waste containers in a wull vcnulau.d area . Q
m/cn

Ensured that dumpsters are properly located ('lway from air mlakc
vents, operable windows, and food service doors in relation to
PIEVAIlINE WINAS) ..ot er s s s s r e e

ey

o0 00 ©

oo Qoo

o



4. DELIVERIES

da. Instructed vendors to avoid idling their engines during defiveries ...
4b. Posted a sign prohibiting vehicles from 1dling their engines in

TECLIVINE BTCAS oo.ooeoictirnrsecerneremras s eraesess s esessessssrassats et oot oot eeeemsmoanreen
4c. Ensured that doors or air barriers are closed between receiving area
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Instructions

1. Read the IAQ

Backgrounder and
the Background
Information for
this checklist,

. Keep the

Background
Information and
make a copy of
the checklist for
future relerence,

Complete the
Checklist.

+ Check the “yes,”
“no,” or
“not applicable®
box beside each
item. (A "no"
rasponse
raquires further
attention.)

* Make comments
in the “Notes”
section as
Necessary.

4. Return the checklist

portion of this
document to the
IAQ Coordinator,

Health Officer/School Nurse Checklist
Name, Klm Uda‘lq;g,c ﬁ—-d

School: 8{'\( ok (D ___G_B)%h Cchoo

Room of Arca:  INUA52 'J)alc Complered: ! I| [ 34

Signature: E(wv»U LQCQ?M?; @

1. MAINTAINING STUDENT HEALTH

la. Completed health records for each student
1b. Updated health records, as appropriate ...

Jc. Obtained nccessary information about sludcnl allcrglcs snd
other health factors .....oceevncminiinsinnrennes S S @

A

OO0

a 0

ld. Developed a system to log health complaints (note symptoms, location

and tlime of symptom onset, and exposure to pollulant sources) ... ........ a a
le. Monitored trends in health complaints (especially in timing or location

of complaints) .., lﬂ g O
1f. TInvestigated polenual causes of health complamls (for example school

was renovated or refurnished recently; individual recemly started working

with new or different malcrials or equipment; new praclices or products,

such as cleancrs or pesticides, were introduced into the schooly................. d g o
lg. Ensured that the school prohibits smoking ... . SOV * B
th. Noted any new warm-blaoded animals mtroduccd mto classrooms o a o
li. Reviewed and understood indicators of 1AQ-related problems ..................... @ O a
2, HEALTH, 1AQ, AND HYGIENE EDUCATION
2a. Educated siudents and staff sbout the importance of good hygiene ............. @ o o
2b. Arranged individual instruction/counseling where nacessary ..o, @ @ O
2¢. Developed information and education programs for parents and slaﬁ' .......... @ a o
2d. Established an information and counseling program for smokers............... @ Q O
2¢. Provided literature on smoking and secondhand smoXe .....veevvveeeecee s veione, o Q
21. Educated school stafY, students, and parcnts on the link between 1AQ

BRI RCBIN ... e cr ettt epas e eneara s s @{ Qg a

3. HEALTH OFFICER’S OFFICE

3a. Ensured the ventilation system operates properly and supplies adequale
quamitics of outdoor air (i.c., at lcast 25 cubic feet per minute of
vutdoor air per occupant)...

3b. Ensured that air filiers arc clcnn and pmperly |ns|allcd

3¢, Ensured that air supply pathways are clear of any obstructions
3d. Determined thal air removed (rom the health office is separated from the
ventitalion systemn to avoid affecting other occupicd arcas of the schoal ... ..

C €88
0O ocOo
g ocoO

-,

=y ok
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Integrated Pest Management
Checklist

Name; /harK
Schoul: S’h&f’ (?//j)/l S"cngO/

Room or \l-,'\ ﬁflf'e S Date Complencad- //‘/ﬂ h ﬂo’zq

Sipnature: TEFRL fiE57 CVM’(‘QL, Y74 o
LIRS G 1. OFFICIAL POLICY STATEMENT

1. Read the 1AQ o . Yes Mo /A
Backgrounder and la, Developed on logated the schools official policy statentent far integiated u/
the Background pest management (IPM) ... Do e o poreoe e e Lo e i . H 1
information for
this checklist. 2. DESIGNATING PEST MANAGENVIENT ROLES

2. Keep the 2a Assigned and trained i qualificd person to be the pest manager ... o, U
Background 2b. Involved decision makers in the TPM propram o i l:/ oou
information and : 2¢. Edueated sdents and staff ¢the occupants of the bmlchn;,) hout IPM
make a copy of anad asked thew 10 keep their areas clean and lree of clutier | la/ (W
:::?u‘:’zel’zif(gf;r:z; 2d. Lncouraged parents o Jearn abouwt [PM pragtices anid in 1p'un:.n lI e :/

: at home ., OO O il Lo

3. Complete the ! Je. Developed aproginn 1o ulux..m ami tam .|Il II‘M pan e p.mlr. J (I
Checklist. ' 2 Inchuled lanpuage about IPM o contracts with pest management
- Check the "yes,” PTOTCSSKIOIALS ... oeoerecie i eveves e s re oo sCEep L fbc R E A e oo e i SriiL Tt ;/ [

"no," or
“not applicable” 3. SETTING PEST MANAGEMENT OBJECTIVES
box beside vach ) o o
iterm. (A "no" 3a. Setappropriate pest mauagement objectives Tor school buildings (such as
response preventing pests from inlt.:rﬁ:riug \Vil].l students™ fem ning environment u/ _
requires further und preserving (he inteprity of the building stoucture} e, : o0
attention.} 3h. Set appropriste pestmanapemeni objectives for school gronads (such as
praviding safe plaving aceas and the best athletie surfaces possible) ., M OO O
* Make comments
in the "Notos”
e e 4. INSPECTING, IDENTIFYING, AND MONITORING
necessary. du. Inspueted adl buildings and grounds For pest evidence, entry pomts,

4. Return the chacklist food, waler, and harborage sites ... e BB -1 oe e e e e o . M a 0
portion of this 4b. Idewtificd potential pest habitats i blnidmm .mtl prounds ... .., (!/ [ BN
dogument 1o the Ac. I'mpointed the source of any currend pest problems ... R l)/ a u
IAQ Courdinator, 4d Monitored Lo determine the extent of pest problems and 1o estimate pest

populations ... .. WU
de. Developed plans 1o mndlfy lnhu.ll (for w.lmpl\. cxchmon repinr, and
suniation ellons) to prevent of iesalve any pest problems ... L . M/ oy
4. Establizshed a monitoring progiam that consists of routine inspections to
estimale pest population levels and identify evidence of pests and
POLEAl BAMIEAL i e e \‘_/ I

HARWIRER w10l 3 1




5. SETTING ACTION THRESHOLDS

Evaluated all avaalable dita obwoned through imspecung, sdeniitying, Yes,No N/A
amd oomitonng Lo R GOt 1 O PO [ S T

A 2etenmined bow many pust \”lk st mnl hmldmv\. pruupds, wral
accnpants cantelerate 0 L : ¥ a0

¢, St acton threshelds e ST R T, J 0

6. PREVENTIVE STRATEGIES
INDOOR SITES

G hapleomented appropratle stotegnes fo prevest peses oo sohoabitoge e el
 Lnirsways

£
I

...... <
= Classiemns e .\:/ [ |
s Crpnnasinns : .ﬂ/ J 0
Logkerwowes \.J/ J O
o OMIees .»)/ o
AT TOMHBLEE oo arss e e TN
» Hathioomis R e, - .\/ (8] ]
* Fourd prepasation and sers g arcas w
» Roonss with extensive plumbeng L TS |

e I\‘l.’lil“l‘.l'..!ll(l.‘ Aldds
s ther .

&

i
C

OQUTDOOR SUTES

ah o Inplemented appraprse stratepics fo proveil pests liont sdabulue Use loflowapy arcas’

s Phevgrownds z/ 4 d

= Parking luls oni . |{ S0l

s Fawns awd athleti IlLlL!s ||d/ <+ =

= Tesching pardens or grccnhuusc.\ . % G B

+ 1 oading docks :/ d 9

s Dumpsteny e . o,

« Areas with cnaraental shrabs an :l lees . ‘{ Ao

COIIET oo e e e e e w2
7. PESTICIDE USE AND STORAGE
fa. Bxploced abernatve pest manageman giethods before concludimg that

prsiciles were necessry e e 0O U
B Lnstred that pest muanagement profession: 11\ RISt IP\I s thur

pestatapennnt ethods . v 1 ou
7o, Lbertalied the feast waxiy, lnq{cl-}:[_ T thcim-.'ul ot pcsll- ke

Formuiation) that is the most eflective tn address the pest prenfem,

preferably as batsuad prancles & a4
T, Reviewed and Jollowed all label insiructions on pe mud-.a nd bearned

o tn properly apply aod baedie these chemeals :?/ LN B
P, Useal spot-freasiment gor bail, crack, and crevice applicabions i o apply

pestivides whenever |w.‘».<»l\lt: and nnly trended the obvoanusky miested

s in e area . 6O [TIR T e . . ‘:( J4 4
T Dised protective ¢ Inllu-w o egnpment when appisog pesticples '_/ I B
T Placed all pesticndes se Lemnper-resistant Sl boses or locations (at arg

hageessible w clahiren sud non-target spooies : 3/ J 4
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NOTES

.
k.

7.

Tin.

n

8.
R

gh,

. Ensured that Basmoable hyaids are stoied away fron ignition sonrces

PESTICIDE USE AND STORAGE (cont.}

Locked or fastened lids of all bait boxes al pluccd bait away lrom the  Yes

runwiy of the box .. . gt RS e
Applicd pestcides wlu.u ot.uup.mh were not pu.wnl oF iy e wltuc
they wonld nat be exposed to the chemicals .. =
Ensured thit school otcupunts (students and &l.l[r) are nunfu.d of
upeuining pesticide applicutions through posted notices andfor feliers

Lnsured that pdlum me hotified of upcoming, pL&.llCldb .lppllu:lmm
through leltes .

Kept copies of curren puhcnlc I1hcls .nul mfmmdlmn on peshivides

easily accessibled i e e B e TN R e —
Stured pesticides ofl site o in arcas th.ll are lockul 'md ace c*;ml:lc only o
designated personnel ...

Ensured that storape areas are 'ult-qmiclv ventilated and are located away
from arcas prone to flooding or where apills o leaks may contaminate
the enviremment ... ...

Ensured that pesticides are stored in their oniginal contamers and all hds
are securcly fastened

L:nsured that air in the storage space cannol imx with the air in lh(. cendral
VERLLALIOI SYSLENN oot ere e ermienes

EVALUATING RESULTS AND RECORD KEEPING

Ensured that accurate, up-to-date records of 1M pr;wiicc:.‘ and i pest
management log for each property are kept ..

board requirements are maintained .. :
Fnsured that each log book contains Ihc I‘uﬂnwin;; Hems:

+ Copy of the pest management plan .

» Service schedules for mainienance ufbmldm;.s .mr.l 1.,ruunch
« Current LPA-registered Tabels A &
« Cuveent Materind Safiry Data Sheets (M‘)Db) 1ul .\Lh pesheide praject .,
« I"est surverllance data shects ..

+ Ditageam noting 1he location ol pest acirvaty, traps, and bt statons

e

Ensured that pesticide records necessiry o meet alb state, im.nl. and \Llh.N)l é(
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1.

. Complete the

Instructions

Read the IAQ
Backgrounder and
the Background
Information for
this checklist.

. Keep the
Background
information and
make a copy of
this checklist for
each ventilation
unit in your school,
aswell as a
copy for future
reference.

Checklist.

+ Check the "vyes,”
"no,” or
“not applicable”
box beside each
item. {A "no”
response
requires further
attention.)

* Make comments
in the “Notes”
section as
necessary.

Return the checklist
portion of this
document to the
IAQ Coordinator,

Ventilation Checklist

Cloges T Beds

| Name:

| Schaol: E'J”‘ﬁ--if‘ fs - d i.‘.‘}!r\j by e 0, (b TR e s L —
{ Unit Ventilator/AHU No:  ud . o1 o ~ )

Room or Area:

LAu g O
A o

— Date Completed: Jf’// '3/ e
Signature: .é,_-t:.-"ﬂi'

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for Yes No
example, a fire escape floor plan) ..., E&HNE
Ib. Ensured thal the ventilation system was on and operating in “occupied”
1O ] e WS PR B ol LA W Q

ACTIVITY 1: OBSTRUCTIONS
le. Ensured that outdoor air intakes are clear of obstructions, debrs, clogs,

A et ety s o T AT e M\ O
1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an intake) ... e, mFEE

ACTIVITY 2: POLLUTANT SOURCES

le. Checked ground-level intakes for pollutant sources (dumpsters, loading "
docks)and |bus:idling lareas) R s WSS S TR RS Tl 4 VSK ]

If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen
toilet, or taboratory exhaust fans; puddles; and mist from
AI-CONditioTIDE COO LT IOWETS) - rorrsrns i et NS S i l‘& a

1g. Resolved any problems with pollutant sources located near outdoor air _
intakes (e.g., relocated dumpster or extended exhaust pipe) ........................ lf\!\ a

3

ACTIVITY 3: AIRFLOW

ih. Obtained chemical smoke (or a small piece of tissue paper or light plastic). EI W}
li. Confirmed that outdoor air is entering the intake appropriately .................... a
2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ......................cooccooeviviinon, ‘a\ a
2b. Shut off ventilation system fans while replacing filters (prevents dirt from
blowing downstream)... %‘ a
2¢. Vacuumed filter areas before installing new fllters ......................................... T
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing )
around} the air.filtey - HIMUSGEn LSS, ST o R NS | ]
2e. Confirmed proper installation of filters (correct direction for airflow) % a

O

O

05

00 o O



2. SYSTEM CLEANLINESS (continued}

ACTIVITY 5;: DRAIN PANS
2f. Ensured that drain pans slant toward the drain (to prevent water from

ACCLLITIU L atin g o E e et FER U IUNL.Y £ P ey it S AL

2g. Cleaned drain pans ..

2h. Checked drain pans for mold and mlldew ..................................................

ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean ..........ocoeeveeeeiiviie e,

ACTIVITY 7: AIR-HANDLING UNITS, UNIT VENTILATORS
2j. Ensured that the interior of air-handling unit(s) or unit ventilator

(air-mixing chamber and fan blades) is clean .........ccccovcciiiicincscins
2k. Ensured that ducts are CIBAN ......coiiiviiei e eever s e see e

ACTIVITY §: MECHANICAL ROOMS

2l. Checked mechanical room for unsanitary conditions, leaks, and spills ....

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and SUPPlies ...........ocoovvieeiieiiii e

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) .....

3b. Ensured that minimum position provides adequate ovtdoor air

FOr OCOUPADES ...ttt st ettt e et

ACTIVITY 9; CONTROLS INFORMATION

3c. Obtained and reviewed all design inside/outside temperature and humidity

requirements, controls specifications, as-built mechanical drawings,

and controls operations manuals (often uniquely designed) %\

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ..........coccovivevciivenn,

3e. Set time clocks appropriately ... -
3f. Ensured that scttings fit the actual schedule of bullclmg use (mcludmg

NUEhWEEKENA USE) L.ttt e nee e

ACTIVITY 11: CONTROL COMPONENTS

3g. Ensured appropriate system pressure by testing line pressure at both the
occupied (day) setting and the unoccupied (night) setting ........ocooveceveenenn.

c o

3h. Checked that the line dryer prevents moisture buildup ..o Q
3i. Replaced control system filters at the compressor inlet based on the
compressor manufacturer’s recommendation (for example, when you
blow down the tank) ...t e a
3j. Set the line pressure at each thermeostat and damper actuator at the proper
level (no leakage or ObSIrUCHONS) .ovceeveeeiiieie e crre et esaeeens O

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection...

31. Ensured that the rec:rculatmg relief and/or exhaust dampers are v151ble

for inspection ...

3m. Ensured that air temperature in the mdoor area(s) served by each
outdoor air damper is within the normal operaling range........c..cocvecrvennenee

,g

opopg

=0
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O

00
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NOTE: It is necessary to ensure that the damper is operating properly and within the normal

range to continue.
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3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

3n. Checked that the outdoor air damper fully closes within a few minutes es No N/A

of shutting off appropriate air handler..............co.ocoii s (=1 38 (%)
3o0. Checked that the outdoor air damper opens (at least partially with no delay)

when the air handler i5 turned on ... M O Q
3p. Ifin heating mode, checked that the outdoor air damper goes 1o its

minimum position (without completely closing) when the room

thermostat i5 58t t0 B5°F ..o o) (o] bf
T a 3q. If in cooling mode, checked that the outdoor air damper goes to its minimum
position {(without completely closing) when the room thermostat is set

e A e M e o e

=
'
1
{
‘
1
L
1
L}
1
t
{
1
1
{

to 60°F and mixed air thermostat is set to 45°F . oo GG
3r. If the outdoor air damper does not move, conflrmed the followmg items:
+ The damper actuator links to the damper shaft, and any linkage set
screws or bolts are tight ... a a
+ Moving parts are {ree of impediments (e.g., rust, corrosion) .............c..... m {0} ~ioj
+ Electrical wire or pneumatic tubing connects to the damper actuator.....& 0O Q
*  The outside air thermostat(s) is functlonmg properly (e g., in the nght
location, calibrated correctly) ... ﬁ a o
Proceed to Activities 13—16 if the damper seems to be operating properly.
ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls (for automatic reset only) to test continuity
AT 0SS T ET1 1) T etes et ee e AT T e oty (o] o)
OR
3t. Cenfirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates freeze stat was
 hped) EURRTRE T, SuUBlite =R I pEm g Y MG R
3u. Assessed the feasibility of replacing all manual reset freeze-stats with
automnatic reset freeze-stats ...t (=] i (=] (] (51

NOTE: HVAC systems with water cotls need protection from the cold. The freeze-stat may
close the outdoor air damper and disconnect the supply air when tripped. The typical trip
range is 35°F 1o 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

3v. Ensured that the mixed air stat for heating mode is set no higher

than 65CF B S-rC NI Bt U ST et e B L o o f
3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SEHIDE ....cocoovec e o a @y

ACTIVITY 15: ECONOMIZERS

3x. Cenfirmed proper economizer settings based on design specifications or
10CAY PRACHICES ..oovivee i e s ﬁ

NOTE: The dry-bulb is typically set at 65°F or lower.

3y. Checked that sensor on the economizer is shielded from direct sunlight ‘éﬂ a aQ

3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............ ‘f&. Q

NOTE: Economizers use varying amounts of cool outdoor air to assist with the cooling
load of the room or rooms. There are two types of economizers, dry-bulb and enthalpy.
Dry-bulb economizers vary the amount of outdoor air based on outdoor temperature,
and enthalpy economizers vary the amount of outdoor air based on outdoor temperatire
and humidity level.



3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

ACTIVITY 16: FANS

3aa. Ensured that all fans (supply fans and associated return or relief fans)
that move outside air indoors continuously operate durmg occupled 5 No NIA
hours (even when room thermostat is satisfied)... -

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
ensure sufficient outdoor air supply.

4. AIR DISTRIBUTION

ACTIVITY 17: AIR DISTRIBUTION

4a. Ensured that supply and return air pathways in the existing ventilation sys@
perform as required.... ' a a

4b. Ensured that passive grawty relief ventllatlon systems and t'ransfer grllles
between rooms and corridors are functioning ....................... =) [ 9 \P\_

NOTE: [f ventilation system is closed or blocked to meet current fire codes, consult with a
professional engineer for remedies.

4c. Made sure every occupied space has supply of outdoor air (mechanical
system or operable WIndOWS) .........cocoeiriiicc e a G B’J

4d. Ensured that supply and return vents are open and unblocked \q a a

NOTE: If outlets have been blocked intentionally to correct drafis or discomfort, investigate
and correct the cause of the discomfort and reopen the vents.

4e. Modified the HVAC system to supply outside air to areas without an outdoor

air supply ... rrr P b reyeyreer e oty hirerboretd O | i T \b
4f. Modified ex1stmg HVAC systems to mcorporate any room or zone layoul

and;population, Chan ges e e Tl 0] (] ﬁ)
4g. Moved all barriers (for example, room dividers, large free-standing

blackboards or displays, bookshelves) that could block movement of

air in the room, especially those blocking air vents ................ Wi =) TN @ ﬁ
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

activities .. H a Q

4i. Ensured that classrooms are frcc of uncomfortablc drafts produced by air
from supply terminals ..o coovriiiinirr e o o ?_,

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutants, the ventilation system is designed to
maintain positive pressurization in the building. Therefore, ensure that the system, including
any exhaust fans, is operating on the “occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building (using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for examplc
floor jJOINtS, PIPE OPENINES) evverecercurerrerer et et ..a a rﬁﬂ/

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION ﬁ*‘
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) ....QQ Q

If fans are running but air is not flowing toward the exhaust intake, check for the following:
+ Inoperable dampers
« Obstructed, leaky, or disconnected ductwork
» Undersized or improperly installed fan
* Broken fan belt

—
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5. EXHAUST SYSTEMS (continued)
ACTIVITY 20: EXHAUST AIRFLOW

NOTE: Prevent migration of indoor contaminants from areas such as bathrooms, kitchens,
and labs by keeping them under negative pressure (as compared to surrounding spaces),

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A
adjacent spaces......... e L e e {of (o

]
)
}
)
}
]
}
)
)
b
}
}
]
[
"

Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see “How to Measure Airflow™).

5c. Ensured that air is flowing toward the exhaust intake ..., }ﬁ;] a o

ACTIVITY 21: EXHAUST DUCTWORK

5d. Checked that the exhaust ductwork downstream of the exhaust fan (which is
under positive pressure) is sealed and in good condition..............ccooeeeen. J Q

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to "How to Measure Airflow” for technigues.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation

I o R e e i e T A L e Y T e a a
6b. Calculated the number of occupants served (22b) by the ventilation unit

nnderscansideratiQn M s e L e T a a
6¢c. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing quantity of outdoor air supply per person (22¢c) ......... Gl ih G

ACTIVITY 23: ACCEPTABLE LEVELS OF OUTDOOR AIR QUANTITIES
6d. Compared the existing outdoor air per person {22¢} to the recommended

I BT R D ke aarrrromrarrct et oo T e Ol 8
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet

the recomumended levels in Table 1 ..o O 0

T B G- X

&

=



4,

. Read the 1AQ

. Complete the

Instructions

Backgrounder and
the Background
Information for
this checklist.

Keep the
Background
Information and
make a copy of
this checklist for
each ventilation
unit in your school,
as well as a

copy for future
reference.

Checklist.

+ Check the "yes,”
“no,” or
“"not applicable”
box beside each
item. (A "no”
response
requires further
attention.)

+ Make comments
in the “Notes”
section as
necessary.

Return the checklist
portion of this
document to the
IAQ Coordinator.

Ventilation Checklist

|
| Name;

School:

| _{\'IIZTIJ

_'.r__ /'_:? -L_:

Room or Area: "CL" g

[

ﬁ_ﬁc Jf;; ---‘-_)_ /.;15 !:;
Unit Ventilator/AHU No: _.r‘jLJ

{Jf’bm_g

’va’f-H"'\

—_ Date Completed: .—"';"f/LZ/?_L_

Wos T 2l

| Signature: _C_.. (

1. OUTDOOR AIR INTAKES
la. Marked locations of all outdoor air intakes on a small floor plan (for

example, a fire escape floor plan) ...........ocooooooii a o
Ib. Ensured that the ventilation system was on and operating in occupled”

LTIOG G PN B R pas it i | L e L, ¥ a
ACTIVITY 1: OBSTRUCTIONS
lc. Ensured that outdoor air intakes arc clear of obstructions, debris, clogs,

P e er ey o e L P T e T T e P e ARyt vty vl ]
1d. Installed corrective devices as necessary (e.g., if snowdnﬁs or leaves

frequently block an intake) ..., TN L Lot LA ¥ a] (]
ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for pollutant sources (dumpsters, loading

docks, and bus-idling areas) & T S e D ey a
1. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

toilet, or laboratory exhaust fans; puddles; and mist from

air-conditioning cOOLNG COWETS) «.v.ovuvvvvvremaieieeeeereeeeee oo ses e ‘ﬂ. a
lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) ..................." _

ACTIVITY 3: AIRFLOW
1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic).. 0
li. Confirmed that outdoor air is entering the intake appropriately .................. %3

2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS

2a.
2b.

2c.
2d.

Ze

Replaced filters per maintenance schedule ..o :ﬁl
Shut off ventilation system fans while replacing filters (prevents dirt from
blowing downstream]............ T ey e T e M ‘?é

Vacuumed filter areas before installing new filters ...

Confirmed proper fit of filters to prevent air from bypassmg (ﬂowmg

around} the air filter

-l

oc

oo

Yes No N&

0

O

O
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00 Xag o



2. SYSTEM CLEANLINESS (continued)

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean .........cc.ocovievieciicnviccinnns

1

ACTIVITY 5: DRAIN PANS )
2f. Ensured that drain pans slant toward the drain (to prevent water from Yes No N/A X
accumulating) .. ey < - laggio !

2g. Cleaned drain pans .. S ..0 O «K )
2h. Checked drain pans for mold and mlldew D EGeK) ‘:
‘

{

(m]
O

ACTIVITY 7: AIR-HANDLING UNITS, UNIT VENTILATORS
2j. Ensured that the interior of air-handling unit(s) or unit ventilator

{air-mixing chamber and fan blades) is clean .........ccceccviecvvivcviicvsnenn. - @ lw
2k. Ensured that ducts are Clean ...........o.cooooovvvooeeeerececeeeesesvessesessreesne. . 0 WL
ACTIVITY 8: MECHANICAL ROOMS
21. Checked mechanical room for unsanitary conditions, leaks, and spills ........0 Q ‘@\
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and supplies .......c.ccoiieiiiiceciii e 4 O }9-/

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) ...... h a a

3b. Ensured that minimum position provides adequate outdoor air
for occupants ‘b’ o a

ACTIVITY 9: CONTROLS INFORMATION

3c. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,
and controls operations manuals {often uniquely designed} .........c............. \U.'.I a o

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position .......ccccccoceevceee.. @ 0 %
3e, Set time clocks APPropPriately ..........oviciiiciiiieie ettt Sy é
3f. Ensured that settings fit the actual schedule of building use (including

night/weekend USE) ..ot . O \h.

ACTIVITY 11: CONTROL COMPONENTS
3g. Ensured appropriate system pressure by testing line pressure at both the

ocoupied (day) setting and the unoccupied (night) setting ....c.occoovevviiinnnne a o
3h. Checked that the line dryer prevents moisture buildup ... OSSR S8 I B R ¥ |
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example when you

blow down the tank)... TP e R B I | ¢
3j. Set the line pressure at each thermostat and damper actuator at the proper

level (no leakage or ObStruCiONS) .......ociveeviiieieieiree et e e o aQ EI
ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection...........ocnvaan. M O 0O
31. Ensured that the recirculating relief and/or exhaust dampers are visible

for inspection .. \é a a
3m. Ensured that air temperature n the mdoor area(s) served by each

outdoor air damper is within the normal operating range............ccccveeerinns p amo

NOTE: It is necessary lo ensure that the damper is operating properly and within the normal



3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

3n. Checked that the outdoor air damper fully closes within a few minutes es No N/A
of shutting off appropriate air handler...............cooocoooiie a a

30. Checked that the outdoor air damper opens (at least partially with no delay
when the air handler is furned on ... K@ a o
3p. Ifin heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room
[ EOTEHE S R oot bty ettt (=1 (=] H‘
. 2. 3q. If in cooling mode, checled that the outdoor air damper goes to its minimum
position (without completely closing) when the room thermostat is set
to 60°F and mixed air thermostat is set to 45°F W
3r. If the outdoor air damper does not move, confirmed the following items:
» The damper actuator links to the damper shaft, and any linkage set
SCrEWS OF BOILS are HEHT ..o e e e s
» Moving parts are free of impediments (e.g., rust, corrosion) .............o..... &
+ Electrical wire or pneumatic tubing connects to the damper actuator....... @
* The outside air thermostat(s) is functioning properly {e.g., in the right
location, calibrated cOITECtY) .overeiiererii et k)

O
g

m) = okl i
EE=EEI00

Proceed to Activities 13—16 if the damper seems to be operating properly.

ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls (for automatic reset only) to test continuity

A0S ST ETI T | — o o ‘gkl
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usnally

red) trips the freeze stat (clicking sound indicates freeze stat was .

T P ) T e i St v o1 M o} {lig]
3u. Assessed the feasibility of replacing all manual reset frecze-stats with

automatic reset freeze-stats............ T FOO P T TS I oFa) “§£

NQOTE: HVAC systems with water coils need protection from the cold. The freeze-stat may
close the outdoor air damper and disconnect the supply air when tripped. The typical trip
range is 35°F to 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

3v. Ensured that the mixed air stat for heating mode is set no higher

b E i R D et e e ey e e et e Rt e e MR Oes O E&
3w. Ensured that the mixed air stat for cooling mode is set no lower M‘
than the room thermostat Setting ... O (T]

ACTIVITY 15: ECONOMIZERS

3x. Confirmed proper economizer settings based on design specifications or
TN T T e e e S P rrrres o Errre it er e e R e V_l a o

NOTE: The dry-bulb is typically set at 63°F or lower.

3y. Checked that sensor on the economizer is shielded from direct sunlight ‘Yﬁ\ o a

3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications.........., 3 a o

NOTE: Economizers use varying amounis of cool outdoor air to assist with the cooling
load of the room or rooms. There are two types of economizers, dry-bulb and enthalpy.
Dry-bulb economizers vary the amount of outdoor air based on outdoor temperature,
and enthalpy economizers vary the amount of outdoor air based on outdoor temperature
and humidity level.



3. CONTROLS FOR QUTDOOR A!R SUPPLY (continued)

ACTIVITY 16: FANS

3aa. Ensured that all fans (supply fans and associated return or relief fans)
that move outside air indoors continuously operate during occupied Yes No N/A
hours (even when room thermostat is satisfied) ..........cooovveieiiiccinennn.) @G

NOTE: If fan shuis off when the thermostat is satisfied, adjust control cycle as necessary to
ensure sufficient outdoor air supply.

4, AIR DISTRIBUTION

ACTIVITY 17: AIR DISFTRIBUTION
4a. Ensured that supply and return air pathways in the existing ventilation syst

g NN
.

=~

T w g w -

TR TN I (RIS i trrr e PPy ry s rrers s v rrte: st o R P oY PreTY RO Y T e ks O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUnCHOMING ......ovo oo inf = in| (N

NOTE: If ventilation system is closed or blocked to meet current fire codes, consult with a
professional engineer for remedies.

4c. Made sure every occupied space has supply of outdoor air (mcchanlcal
system or operable Windows) ..........cccoev e [ m &‘

4d. Ensured that supply and return vents are open and unblocked ? o O

NOTE: If outlets have been blocked intentionally to correct drafis or discomfort, investigate
and correct the cause of the discomfort and reopen the vents.

4e. Modified the HVAC system to supply outside air to areas without an outdoor

air supply ... T T T FErTET a0 El,
4f. Modified exlstmg HVAC systems to mcorporate any room or zone layout
and population changes ... a a \P

4p. Moved all barriers (for example, room dividers, large free-standing
blackboards or displays, bookshelves) that could block movement of

air in the room, especially those blocking air vents ................ccccceeeee.. @ QA %
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

ACHIVIHIES corteetrteee ettt et bbb e bbb a Q
4i. Ensured that classrooms are free of uncomfortable drafts produced by air

from SUpply teImINaLS ....c.ooo ettt o b@

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutants, the ventilation system is designed to
maintain positive pressurization in the building. Therefore, ensure that the system, including
any exhaust fans, is operating on the "occupied"” cycle when doing this activity.

4j. Ensured that air flows out of the building (using chemical smoke} through
windows, doors, or other cracks and holes in exterior wall (for example,
floor joints, PIPe OPERINES) ...covvvvreirriere e rereesncnsisrsecsnnseene (D \ﬂ

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION :
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s}....0 O YD_J

If fans are running but air is not flowing toward the exhaust intake, check for the following:
+ Inoperable dampers
« Obstructed, leaky, or disconnected ductwork
* Undersized or improperly installed fan
+ Broken fan belt

4 of5
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NOTES

5. EXHAUST SYSTEMS (continued)
ACTIVITY 20: EXHAUST AIRFLOW

NOTE: Prevent migration of indoor contaminants from areas such as bathrooms, kitchens,
and labs by keeping them under negative pressure (as compared to surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No NYA
e e T b b erra e ool e e a a

Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see "How fo Measure Airflow").

5c. Ensured that air is flowing toward the exhaust intake ..., \Q ) o]
ACTIVITY 21: EXHAUST DUCTWORK
5d. Checked that the exhaust ductwork downstream of the exhaust fan (which is

under positive pressure) 1= sezled and 1n good condition..............................)&, a a
6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR ATR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to “How to Measure Airflow " for techniques.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation

ST il (NWTIRT W LI A - SOl e oo W
6b. Calculated the number of occupants served (22b) by the ventilation unit

under consideration ... ..o IR GE ﬁ
6¢c. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing quaantity of outdoor air supply per person (22c) ......... a 0 l]ﬁ

ACTIVITY 23: ACCEPTABLE LEVELS OF OUTDOOR AIR QUANTITIES
6d. Compared the existing outdoor air per person (22c) to the recommended

eV S T e O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet

the recommended levels in Table ..., Q

]

L e
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Instructions

. Read the /AQ

Backgrounder and
the Background
Infarmation for
this checklist.

Keep the
Background
Information and
make a copy of
this checklist for
each ventilation
unit in your school,
aswell as a

copy for future
reference.

Complete the
Checklist.

» Check the "yes,”
“no,” ar
“not applicable”
box beside each
item. {A "no”
response
requires further
attention.}

+ Make comments
in the "Notes”
section as
necessary,

Return the checklist
portion of this
document to the
IAQ Coordinator.

Ventilation Checklist

Name: _ ( E,lngu_/-lx_—fs T T3« -

School: sS(l'\ac- J'UQ«J #{ﬁ L,

Unit Ventilator/AHU No: /)1 kxq 271

Room or Area: _&"[@JJ;&Q\_”J

— Date Completed:

P

_/{//:}/zc,f

CRCA T

Signature:

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for
example, a fire escape floor plan) ...

1b. Ensured that the ventilation system was on and operatmg in occuplcd”

INOGE L.ttt st s et sttt rnes \é/ [ |

ACTIVITY 1: OBSTRUCTIONS

Ic. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
OF COVEIS ...oivmutiviineiesteiessasensessesronesessaseesasseseseass smssn s et emtsme et et ee st eereesenseennon

ld. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
frequently block an INEAKeY ........ooevieiceieeecess et er e

ACTIVITY 2: POLLUTANT SOURCES

le. Checked ground-level intakes for pollutant sources (dumpstcrs loading
docks, and bus-idling areas) ...

If. Checked rooftop intakes for pollntant sources (plumbmg vents; kltchcn,
toilet, or laboratory exhaust fans; puddles and mist from
air-conditioning cooling towers)...

lg. Resolved any problems with pollutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust pipe) ..

ACTIVITY 3: AIRFLOW

1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic) ﬁ

1. Confirmed that outdoor air is entering the intake appropriately .....................

2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS

2a. Replaced filters per maintenance schedule W

2b. Shut off ventilation system fans while replacing filters (prevents dirt from
blowing downstream) ...

2¢. Vacuumed filter areas before mstalhng new flltcrs

2d. Confirmed proper fit of filters to prevent air from bypassmg (flowing ﬁ

around) the air filter.. 5
2¢. Confirmed proper mstallatlon of flltcrs (correct direction for airflow)..........

oo

0
oo OO0 O

(my ]

00 &0 O



2. SYSTEM CLEANLINESS (continued)

L] ]
ACTIVITY 5: DRAIN PANS 1 :
2f. Ensured that drain pans slant toward the drain (to prevent water from es No N/A : ;
accumulating) ... N Q a ¢ '
2g. Cleaned drain pans .. - a o ; X
2h. Checked drain pans for mold and mlldew ST PRDUPUTOPUIPPTOUN S B O | P_, : '
\ }
ACTIVITY 6: COILS ) ]
2i. Ensured that heating and cooling coils are clean ..........oooveeeeveoeeeeesra ﬁ\ Q O N
ACTIVITY 7: AIR-HANDLING UNITS, UNIT VENTILATORS
2j. Ensured that the interior of air-handling unit(s) or unit ventilator
(air-mixing chamber and fan blades) is €1€an ....c......ocoococvevervevovesresesonsnn, o o W
2k. Ensured that ducts are clean .........coo..ccoooervrvomenscrsesnseoeseerercennen . 0 B
ACTIVITY 8: MECHANICAL ROOMS
2l.  Checked mechanical room for unsanitary conditions, leaks, and spills ......Q QO
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash
chemical products, and SUpples ....c.evceemeeereee oo 1 O &/

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) ...... W 0O

3b. Ensured that minimum position provides adequate outdoor air
foroccupants}ii Qa

O

[

ACTIVITY 9: CONTROLS INFORMATION

3¢. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,
and controls operations manuals (often uniquely designed) h a a

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position ..............ccoocoovvvvenen.
3e. Set time clocks appropriately ...

3f. Ensured that settings fit the actual schedule of bulldmg use (mcludmg
night/weekend USEY ..o e eeeeere oo, D CD

OD

= 2t

0D

ACTIVITY 11: CONTROL COMPONENTS
3g. Ensured appropriate system pressure by testing line pressure at both the
occupied (day} setting and the unoccupied (night) setting ............cccoccovovvevne.
3h. Checked that the line dryer prevents moisture buildup ... ISRV TOOTOUY B
3i. Replaced control system filters at the compressor inlet hased on the
compressor manufacturer’s recommendation (for example when you
blow down the tank)... e d 0
3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or obSIrUCHONS) ..ococvvieee s D O

[y

& &F OO

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection........................
31. Ensured that the reeirculating relief and/or exhaust dampers are visible

W a a
for inspection .............. '& a a
3m. Ensured that air temperature in the mdoor area(s) served by each ]'a

outdoor air damper is within the normal operating range ..........c.coo.coveoreenc.... a a

NOTE: It is necessary lo ensure that the damper is operating properly and within the normal

range to continue.



3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

3n. Checked that the outdoor air damper fully closes within a few minutes Yes No N/A

of shutting off appropriate air handler... ¥ a aQ
3o. Checked that the outdoor air damper opens (at Ieast parttally w1th no delay

when the air handler is turned on . w a o
3p. If in heating mode, checked that the outdoor air damper goes to its

minimum position (without completely closing) when the room

thermostat is set to 85°F ........ococoeo. SSOTPYTTUTUROUUUROIURY I I | \@J
3q. If in cooling mode, checked that the outdoor air damper goes to its minimum

position (without completely closing) when the room thermostat is set

. o o o W o e

s
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to 60°F and mixed air thermostat is set to 45°F .. a aQ
3r. 1f the outdoor air damper does not move, confrrmed the followmg items:
* The damper actuator links to the damper shaft, and any lmkage set
screws or bolts are tight ., ceien . a o
* Moving parts are free of |mped1ments (e E., rust, corrosron) a a
* Electrical wire or pneumatic tubing connects to the damper actuator ....... B 0 a
* The outside air thermostat(s) is functioning properly {e.g., in the right
location, calibrated cOrrectly) ..o s a a
Proceed to Activities 1316 if the damper seems 10 be operating properly.
ACTIVITY i3: FREEZE STATS
3s. Disconnected power to controls (for automatic reset only) to test continuity
acrass terminals ... . O 0
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates freeze stat was
tripped) ... % ag 0O
3u. Assessed the fea51b|l|ty of replacmg all manual reset freeze stats wnth
automatic reset freeze-stats.. s eessenerenenenen el G0 0

NOTE: HVAC systems with water coils need protection from the cold. The freeze-stat may
close the outdoor air damper and disconnect the supply air when tripped. The typical trip
range is 35°F to 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS
3v. Ensured that the mixed air stat for heating mode is set no higher

than 65°F .. SSORORPURR I I I ﬁ
A

3w. Ensured that the mrxed air stat for coolmg mode 1s set no lower
than the room thermostat setting ..........c.coocoeeveeeeevieeiieeeicceeeeeeereeenene. - 0

ACTIVITY 15: ECONOMIZERS

3x. Confirmed proper economizer settings based on design specifications or
local practices ﬁ

NOTE: The dry-bulb is typically set at 65°F or lower.

3y. Checked that sensor on the economizer is shielded from direct sunlight ....... @ a a
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............ ﬁ a a

NOTE: Economizers use varying amounts of cool outdoor air to assist with the cooling
load of the room or rooms. There are two types of economizers, dry-bulb and enthalpy.
Dry-bulb economizers vary the amount of outdoor air based on outdoor temperature,
and enthalpy economizers vary the amount of outdoor air based on outdoor temperature
and humidity level,



3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

ACTIVITY 16: FANS

3aa. Ensured that all fans (supply fans and associated return or relief fans)
that move outside air indoors continuously operate during occupied gs Na N/A
hours (even when room thermostat is satisfied) ................oo.ocoovooeceroeroereenrnn a a

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
ensure sufficient outdoor air supply.

4. AR DISTRIBUTION

ACTIVITY 17: AIR DISTRIBUTION
4a. Ensured that supply and return air pathways in the existing ventilation syste

Perform as FEqUITEd ...t oot a a
4b. Ensured that passive gravity relief ventllatlon systems and transfer grilles
between rooms and corridors are functioning ................cocovoveeiiiiereonnn, ...a a &@J

NOTE: If ventilation system is closed or blocked to meet current fire codes, consult with a
professional engineer for remedies.

4c. Made sure every occupied space has supply of outdoor air (mechanical
system ot operable WIndOWs) ............ccouiimiiiieeeeeee e Qo o %

4d. Ensured that supply and return vents are open and unblocked "@ a 4a

NOTE: If outlets have been blocked intentionally to correct drafts or discomfort, investigate
and correct the cause of the discomfort and reopen the vents.

4e. Modified the HVAC system to supply outside air to areas without an outdoor

AL SUPPIY ... o R e E Y v ers s S R+ e ST a a
4f. Modified existing HVAC systems to incorporate any room or zone layout
and population ChANZES ..o e O 0O

4g. Moved all barriers (for example, room dividers, large free-standing
blackboards or displays, bookshelves) that could block movement of

A
&
@
&

air in the room, especially those blocking air vents ................ .8 0
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

BCLIVITIES o1ttt ettt st en s en et a
4i. Ensured that classrooms are free of uncomfortable drafts produced by air

from supply terminals ..........coocvveecirreece e O

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutants, the ventilation system is designed to
maintain positive pressurization in the building. Therefore, ensure that the system, including
any exhaust fans, is operating on the “occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building (using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,

floor joints, pipe OPERINES) . .ccoeroeeeeeiececrirr st sssese s ’%

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) ....0 Q 8

If fans are running but air is not flowing toward the exhaust intake, check for the following:
* Inoperable dampers
» Obstructed, leaky, or disconnected ductwork
*  Undersized or improperly installed fan
*+ Broken fan belt
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5. EXHAUST SYSTEMS (continued)
ACTIVITY 20: EXHAUST AIRFLOW

NOTE: Prevent migration of indoor contaminants from areas such as bathrooms, kitchens,
and labs by keeping them under negative pressure {as compared to surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No
AAJACENT SPACES ... v ieviiesissns e ceemeeeeesestessensssasssvnesrstenessensensnsnsneens I ()

Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see “How to Measure Airflow”).

5Sc. Ensured that air is flowing toward the exhaust intake vj a 0

ACTIVITY 21: EXHAUST DUCTWORK
5d. Checked that the exhaust ductwork downstream of the exhaust fan (which is
under positive pressure) is sealed and in good condition .............ccoeevevennn. S O Q

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to “How to Measure Airflow” for techniques.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation

11U ot N . O a a
6b. Calculated the number of occupants served {22b) by the ventilation unit

under ConSIAEration ........o.ocooovovveie e eesen e snstn s renren
6¢c. Divided outdoor air supply {22a) by the number of occupants (22b) to

determine the existing quantity of outdoor air supply per persen (22¢) ......... a a

ACTIVITY 23: ACCEPTABLE LEVELS OF OUTDOOR AIR QUANTITIES
6d. Compared the existing outdoor air per person (22¢) to the recommended
levelsinTable 1 ...t D O
6e. Corrected problems with ventilation units that supplied inadequate
quantities of outdoor air to ensure that outdeor air quantities (22c) meet
the recommended levels in Table 1 ..o a Q

- ¥ vt

NOTES
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. Read the fAQ

. Keep the

. Complete the

Instructions

Backgrounder and
the Background
Information for
this checklist.

Background
Information and
make a copy of
this checklist for
each ventilation
unit in your school,
as well as a

copy faor future
reference.

Checklist.

* Check the "yes,”
“no,” or
“"not applicable”
box beside each
item. (A “no”
response
requires further
attention.)

« Make comments
in the "Notes”
section as
necessary.

Return the checklist
portion of this
document to the
IAQ Coordinator.

Ventilation Checklist

Name:

School:

Clotes F s o
Sbvet {o-d H 'J‘H

Unit Ventilator/AHU No: @E’I < RT L(
Room or Area: _Q Y_M Date Completed: // / :I/? Y
Signature: 6'4‘5— 2 el

1. OUTDOOR AIR INTAKES

la. Marked locations of ail outdoor air intakes on a small floor plan (for
example, a fire escape floor plan) .., ORI |

1b. Ensured that the ventilation system was on and operatmg in occupled”
mode...

ACTIVITY 1: OBSTRUCTIONS

lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs
Or COVers ..

1d. Installed correctlve devmes as necessary (e g, lf snowdnfts or leavcs
frequently block an intake) ... O 3 |

ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for pollutant sources (dumpsters loading
docks, and bus-idling areas) ........c.....coooiv..oe... kl
1f. Checked rooftop intakes for po]lutant sources (p]umbmg vents; kltchen,
toilet, or laboratory exhaust fans; puddles; and mist from

air-conditioning COOlNG OWETS) ... ... ... vcvmceoeeeeeceeeeeeeeee e es e seene Y}
1g. Resolved any problems with pollutant sources located near outdoor air
intakes (¢.g., relocated dumpster or extended exhaust pipe) ........c....c.co........ w

ACTIVITY 3: AIRFLOW
lh. Obtained chemical smoke (or a small piece of tissue paper or light plastic).. G
li. Confirmed that outdoor air is entering the intake appropriately ..........cc.........

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ..

2b. Shut off ventilation system fans while rcplacmg f itters (prevents dlrt from
blowing downstream)...

2c. Vacuumed filter areas bcforc mstallmg new f 1lters ......................................... a

2d. Confirmed proper fit of filters to prevent air from bypassing (flowing
Arounad) the Air FIIET . ..c.oiviviie et e eeen e seans

2e. Confirmed proper installation of filters (correct direction for airflow)......... \d

5

oD 0o O

a

(R

Yes No N

R = I

00 WO O



2. SYSTEM CLEANLINESS (continued)
ACTIVITY 5: DRAIN PANS

2f. Ensured that drain pans slant toward the drain (to prevent water from Yes No N/A
accumulating) ... ﬁ a o

2g. Cleaned drain pans .. ) O o M

2h. Checked drain pans for mold and mlldew O o K|

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are ¢lean .............co.coovveoveerereerrnn.

e om b e o g o o A e A =
. W o e W

e

- N oy e W

v 4
o
O

ACTIVITY 7: AIR-HANDLING UNITS, UNIT VENTILATORS
2j. Ensured that the interior of air-handling unit(s) or unit ventilator

(air-mixing chamber and fan blades) is clean .......coovvvecreeoeeeevrsrsernn. @ 0
2k. Ensured that ducts are clean .........ooevveeeeecceecceeeccseoeoeeeerersseesnn. . Q1

ACTIVITY 8: MECHANICAL ROOMS

B % R

2l. Checked mechanical room for unsanitary conditions, leaks, and spills ......... a o
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and supplies ..........ccooveievcerercveieececeieirs . 3 O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) ..... ﬁ Q
3b. Ensured that minimum position provides adequate outdoor air

for occupants w g a
ACTIVITY 9: CONTROLS INFORMATION
3c. Obtained and reviewed all design inside/outside temperature and humidity

requirements, controls specifications, as-built mechanical drawings,

and controls operations manuals (often uniquely designed) ﬁ a a

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct positiont ..........ccccceeveneee.. @ O %
3e. Settime clocks appropriately ..............o....... ... Q
3f. Ensured that settmgs fit the actual schedule of bu1]dmg use (lncludmg

Night/Weekend USE) ..ot e ee e O m,

ACTIVITY 11: CONTROL COMPONENTS

3g. Ensured appropriate system pressure by testing line pressure at both the
occupied (day) setting and the unoccupied (night) setting ...

3h. Checked that the line dryer prevents moisture buildup ... e

3i. Replaced control system filters at the compressor inlet based on the
compressor manufacturer’s recommendation (for example when you

0oad

&= & FO

0%

blow down the tank)... SR, ..0 Qa
3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or obstruCtions) ........ococeecreireresriecceeeececee oo (O

ACTIVITY 12: OUTDOOR AIR DAMPERS

3k. Ensured that the outdoor air damper is visible for inspection......................... Ei\ a Q
31. Ensured that the recirculating relief and/or exhaust dampers are visible

for inspection ............... a aQ
3m. Ensured that air temperature in the mdoor area(s) served by each

outdoor air damper is within the normal operating range ... \ﬂ a o

NOTE: It is necessary to ensure that the damper is operating properly and within the normal
range to continue. 2ofb
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. CONTROLS FOR OUTDOOR AIR SUPPLY {continued)

3n. Checked that the outdoor air damper fully closes within a few minutes s No N/A
of shutting off appropriate air handler ... a a

30. Checked that the outdoor air damper opens (at least partlally w1th no delay)
when the air handler is turned on , S \ﬁ\ o a

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room
thermostat is St t0 85%F ....o.overiiciccii e et Q o &

3q. Ifin cooling mode, checked that the outdoor air damper goes to its minimum
position (without completely closing) when the room thermostat is set
to 60°F and mixed air thermostat is set t0 45°F ....c.ccovoveviiviericriiecceeee e, a o

3r. If the outdoor air damper does not move, confirmed the following items:

* The damper actuator links to the damper shaft, and any linkage set
screws or bolts are tight ... h ]

* Moving parts are free of impediments (e.g., rust, corrosion) .........ooeev.nne.. A’l
* Electrical wire or pneumatic tubing connects to the damper actuator ....... EU

= The outside air thermostat(s) is functlomng properly (e.g., in the rlght
location, calibrated correctly) ...

1
1
v
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Proceed 1o Activities 13-16 if the damper seems 10 be operating properly.

ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls (for automatic reset only) to test continuity
across terminals
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates freeze stat was
tripped) ... &r a a
3u. Assessed the feas:blhty of replacmg all manual reset freeze-stats with
automatic reset freeze-stats... SO U TS DP U U UT U UPUPYPEURRSUDPTUPRRPURORUN BN N B B W

NOTE: HVAC systems with water coils need protection from the cold, The freeze-stat may
close the outdoor air damper and disconnect the supply air when tripped. The typical trip
range is 35°F to 42°F

ACTIVITY 14: MIXED ATR THERMOSTATS

3v. Ensured that the mixed air stat for heating mode is set no highcr

than 65%F .ovvoverror N = B I
3w. Ensured that the mlxed air stat for coolmg mode is set no lower
than the room thermeostat seting .........coooeveecveeiiccriciieccececeeeeeceieee 3 @ &L

ACTIVITY 15: ECONOMIZERS

3x. Confirmed proper economizer settings based on design specifications or
10€A] PrACHCES ...v.ceeicieiiec ettt eees e es st srsa s ettt enans a a

NOTE: The dry-bulb is typically set at 65°F or lower.

3y. Checked that sensor on the economizer is shielded from direct sunlight ...... m O a
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............ ‘g ''a Q

NOTE: Economizers use varying amounts of cool outdoor air to assist with the cooling
load of the room or rooms. There are two types of economizers, dry-bulb and enthalpy.
Dry-bulb economizers vary the amount of outdoor air based on outdoor temperature,

and enthalpy economizers vary the amount of outdoor air based on outdoor temperature
and humidity level.



3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

ACTIVITY 16: FANS

3aa. Ensured that all fans (supply fans and associated return or relief fans)
that move outside air indoors continuously operate during occupied s No N/A
hours (even when room thermostat is satisfied)........cocevereinveneiniscssininens o a

NOTE: If fan shuts off when the thermosta is satisfied, adjust control cycle as necessary to
ensure sufficient outdoor air supply.

4. AIR DISTRIBUTION

ACTIVITY 17: AIR DISTRIBUTION

4a. Ensured that supply and return air pathways in the extstmg ventilation syste
perform as required... & a a
4b. Ensured that passive gravrty rellef vcntllatlon systcms and transfer gnlles
between rooms and corridors are functioning........coeocvveeenen. .. a R

=
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NOTE: If ventilation system is closed or blocked to meet current fire codes, consult with a
professional engineer for remedies.

4c. Made sure every occupied space has supply of outdoor air (mechanical
system or operable windows) ...

SOOI [ o
4d. Ensured that supply and return vents are open and unblocked ....................... %W 0O 0O

NOTE: If outlets have been blocked intentionally to correct drafis or discomfort, investigate
and correct the cause of the discomfort and reopen the vents.

4e. Medified the HVAC system to supply outside air to areas without an outdoor

AT SUPPLY coevcre ettt ettt e e a o
4f. Modified existing HVAC systems to incorporate any room or zone layout
and population changes ................ e QA ﬁ

4g. Moved all barriers (for examplc room d1v1ders large free—standmg
blackboards or displays, bookshelves) that could block movement of

air in the room, especially those blocking air vents ................. S R ]
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

activities .............. - . g Q
4i. Ensured that classrooms are frcc of uncomfortable draﬂs produccd by air

from supply terminals ........ccccooovoirveinceicci e D O ﬁ

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutants, the ventilation system is designed to
mainfain positive pressurization in the building. Therefore, ensure that the system, including
any exhaust fans, is operating on the “occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building (using chermical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,
floor JOINtS, PIPe OPERIMES) ..o.iviiveeererieee ittt bt O a f¥\

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s)}....Q QO @,

If fans are running but air is not flowing toward the exhaust intake, check for the following:
* Inoperable dampers

Obstructed, leaky, or disconnected ductwork

* Undersized or improperly installed fan

» Broken fan belit
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5. EXHAUST SYSTEMS {continued}
ACTIVITY 20: EXHAUST AIRFLOW

NOTE: Prevent migration of indoor contaminants from areas such as bathrooms, kitchens,
and labs by keeping them under negative pressure {as compared to surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A
AdJACENT SPACES ... erees sttt ] O3

Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see “How fo Measure Airflow”).

5c. Ensured that air is flowing toward the exhaust intake ‘R a a

ACTIVITY 21: EXHAUST DUCTWORK
3d. Checked that the exhaust ductwork downstream of the exhaust fan (which is

under positive pressure) is sealed and in good condition...............ccoevvevinne.. ﬁ a a
6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR ATR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to “How to Measure dirflow”’ for techniques.

6a, Measured the quantity of outdoor air supplied {22a) to each ventilation

UBE e eer e 0 0 '\
6b. Calculated the number of occupants served (22b) by the ventilation unit

UNder CONSIABIATION .......ceevieriei ettt a a R
6c. Divided outdoor air supply (22a) by the number of occupants (22b} to

determine the existing quantity of outdoor air supply per person (22¢).....0 O T

ACTIVITY 23: ACCEPTABLE LEVELS OF OUTDOOR AIR QUANTITIES
6d. Compared the existing outdoor air per person {22¢) to the recommended

levels INTable 1 ...ocovviviveiiericiescece s eeeseneeeen s, O @]\
6e. Corrected problems with ventilation vnits that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet

the recommended levels in Table 1........coooovvivviicevieeccect e @ @ {Q}

NOTES
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1.

3.

4.

+ Make comments

Instructions

Read the IAQ
Backgrounder and
the Background
Information for
this checklist.

Keep the
Background
Information and
make a copy of
this checklist for
each ventilation
unit in your school,
as well as a

copy for future
reference.

Complete the
Checklist.

+ Check the "yes,”
“no,” or
“not applicable”
box beside each
item. {A “no”
response
requires further
attention.)

in the “"Notes”
section as
necessary,

Return the checklist
portion of this
document to the
|AQ Coordinator.

Ventilation Checklist

Name: Ca{lz..:kﬂ A {'.Ja ; c— e
School: _S_dw'a 4 E_tl o J H I‘J S
Unit Ventilator/AHU No: _@Z""l f RTU.

Room or Area: fr/':_?_ Date Completed: _/ [//J,/ 24
7

| Signature: C’Zy Loy = — — — _

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N
example, a fire escape floor plan) ... s a o

Ib. Ensured that the ventilation system was on and operating in “occupied”
modeﬁ a Q

ACTIVITY 1: OBSTRUCTIONS
ic. Ensured that outdoor air intakes are clear of obstructions, debris, clogs, ;

OF COVRIS ... oimnaameresnrens s enns gy SRS FHENRHE g s s om e omseasomsensennarataterssseranssnrnrennsons ﬁ

1d. Installed corrective devices as necessary (e.g., if snowdrifis or leaves
frequently block an INEAKEY ..ot e e e a

ACTIVITY 2: POLLUTANT SOURCES

le. Checked ground-level intakes for pollutant sources (dumpsters loading
docks, and bus-idling areas) ..........cccooeercureecee. ﬁ

1f. Checked rooftop intakes for pollutant sources (plumbmg vents; kltchen
toilet, or laboratory exhaust fans; puddles and mist from
air-conditioning cooling towers)...

lg. Resolved any problems with po]lutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust pipe) ........cc.ccco.c....... ﬁ

ACTIVITY 3: AIRFLOW
lh. Obtained chemical smoke (or a small piece of tissue paper or light plastic)..Q
li. Confirmed that outdoor air is entering the intake appropriately ................... /B

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ..

2b. Shut off ventilation systemn fans while replacmg f ilters (prevents dlrt from
blowing downstream)...

2c. Vacuumed filter areas before installing new f llters

2d. Confirmed proper fit of filtets to prevent air from bypassmg (ﬂowmg
around} the air filter ...

Ze. Confirmed proper mstallatwn of fllters (correct dtrectnon for alrﬂow)

xri;r i:iria'

(L

o0 0O O

O

g

0o AC O



2. SYSTEM CLEANLINESS (continued)
ACTIVITY 5: DRAIN PANS

2f. Ensured that drain pans slant toward the drain (to prevent water from Yes No N/A
accumulating) ... W_ Q ag

2g. Cleaned drain pans .. v a a ﬂ\

2h. Checked drain pans for mold and mlldew a ao Kk

3
'
’
}
3
}
)
)
)
)
)
]
]
3
A

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean @

O
C

ACTIVITY 7: AIR-HANDLING UNITS, UNIT VENTILATORS

2j. Ensured that the interior of air-handling unit(s) or unit ventilator
(air-mixing chamber and fan blades) is Clean ..............cocoovvoveverererreeereenn.

2k. Ensured that ducts are Clean ...........o.coouoiooveiecieieeoeeeceeeeeese et ee s saseeen

ocC
(M

)
ACTIVITY 8: MECHANICAL ROOMS
21, Checked mechanical room for unsanitary conditions, leaks, and spills .......0 O ‘é

2m. Ensured that mechanical rooms and air-mixing chambers are free of lrash
chemical products, and supplies .............ccooveeeveivnrerecieeeceeeeeeeeeeeeeeeeeere i 0

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) ..... \¢1 o 0O

3b. Ensured that minimum position provides adequate outdoor air
foroccupantsfﬁ" a 0O

ACTIVITY 9: CONTROLS INFORMATION

3c. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,
and controls operations manuals (often uniquely designed) \$L o a

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ...........coceevevineiininnas Q Q m
3e. Set time clocks appropriately ................... -..a a h
3f. Ensured that settmgs fit the actual schedule of bulldmg use (mcludmg

night/weekend USe) ..o, D O m\

ACTIVITY 11: CONTROL COMPONENTS

3g. Ensured appropriate system pressure by testing line pressure at both the
occupied (day) setting and the unoccupied (night) setting ...

3h. Checked that the line dryer prevents moisture buildup ...

3i. Replaced control system filters at the compressor inlet based on the
compressor manufacturer’s recommendation (for example when you

oo

B B PO

o %

blow down the tank)... ...a a
3j. Setthe line pressure at each thermostat and damper actuator at the proper
level (no leakage or obStTUCHONS} .ovvvveveviveercceeee e i) O

ACTIVITY 12: OUTDOOR AIR DAMPERS

3k. Ensured that the outdoor air damper is visible for inspection............... 0 O
31. Ensured that the remrculatmg relief and/or exhaust dampers are v1s1ble

for inspection ................ ﬁl- a a
3m. Ensured that air temperature in the mdoor area(s) served by each

outdoor air damper is within the normal operating range .. \P. a Qa

NOTE: It is necessary to ensure that the damper is operating properly and within the normal

range to continte
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3. CONTROLS FOR OUTDOOR AIR SUPPLY {(continued)}

3n. Checked that the outdoor air damper fully closes within a few minutes s No N/A

of shutting off appropriate air handler ... . B % a a
3o. Checked that the outdoor air damper opens (at Ieast partlally w1th no delay)

when the air handler is turned on . h a o
3p. If in heating mode, checked that the outdoor air damper goes to its

minimum position (without completely closmg) when the room

thermostat is set to 85°F .. SO UPOIUUUOUOTOTEN B B B ‘q
3q. Ifin cooling mode, checked that the outdoor air damper goes to its minimum

position {without completely closing) when the room thermostat is set

to 60°F and mixed air thermostat is set t0 45°F ..., Jd - @ 0
3r. If the outdoor air damper does not move, confirmed the following items:
* The damper actuator links to the damper shaft, and any linkage set
screws or bolts are tight ..o a a
* Moving parts are free of impediments (e.g., rust, corrosion) .................... a a
* Electrical wire or pneumatic tubing connects to the damper actuator ...... ;ﬁ a aQ
* The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COITECHY) ......coormmeueeeeeiveivee e s e X QO O
Proceed to Activities 1316 if the damper seems to be operating properly.
ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls (for automatic reset only) to test continuity
ACTOSS LETMINALS ... e vt e 0o a o
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates freeze stat was
EEIPPEAY 1ottt e b en )& a o
3u. Assessed the feasibility of replacing all manual reset freeze-stats with
automatic reset freeZe-stats..........cccooeenininie s a a O

NOTE: HVAC systems with water coils need protection from the cold. The freeze-stat may
close the outdoor air damper and disconnect the supply air when tripped. The typical trip
range is 35°F to 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

3v. Ensured that the mixed air stat for heating mode is set no higher

than 65°F ... [STSTRSSIOPURUION W S W | &
3w. Ensured that the mlxed air stat for coolmg mode is set no lower
than the room thermostat setting ... tertee ettt e e see e nnennennesenennees (O ¥\

ACTIVITY 15: ECONOMIZERS

3x. Confirmed proper economizer settings based on design specifications or
10CA1 PIACKICES - ...ovnitiiireec ettt sttt sttt s e

NOTE: The dry-bulb is typically set at 65°F or lower:

3y. Checked that sensor on the economizer is shielded from direct sunlight ....... a‘ o a
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air}, per the design specifications........... W_\ g a

NOTE: Economizers use varying amounts of cool outdoor air to assist with the cooling
Ioad of the room or rooms. There are two types of economizers, dry-bulb and enthalpy.
Dry-bulb economizers vary the amount of outdoor air based on outdoor temperature,
and enthalpy economizers vary the amount of outdoor air based on outdoor temperature
and humidity level,



3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

ACTIVITY 16: FANS

3aa. Ensured that all fans (supply fans and associated return or relief fans)
that move outside air indoors continuously operate during occupied Yes No N/A
hours (even when room thermostat is satisfied) ..........ccoovveiniiircciorceiec i o a

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
ensure sufficient outdoor air supply.

4. AIR DISTRIBUTION

ACTIVITY 17: AIR DISTRIBUTION
4a. Ensured that supply and return air pathways in the existing ventilation system

perform as FeqUITEd ... e e a a
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ... @ 0 Wy

NOTE: If ventilation system is closed or blocked to meet current fire codes, consult with a
professional engineer for remedies.

4c. Made sure every occupied space has supply of outdoor air {mechanical
system or operable Windows) ........o.ooiiieiciie e a a d

4d. Ensured that supply and return vents are open and unblocked .....................] o a

NOTE: If outlets have been blocked intentionally to correct drafis or discomfort, investigate
and correct the cause of the discomfort and reopen the vents

4e. Modified the HVAC system to supply outside air to areas without an outdoor

air supply ... SIS —— | B ?]}
4f. Modified exlstmg HVAC systems to mcorporate any room or zone layout

and population changes ................ SOURROSPRTOTORY B I B m
4g. Moved all barriers (for examplc room d1v1ders large free standmg

blackboards or displays, bookshelves) that could block mevement of

air in the room, especially those blocking air vents ............ccccccveevveveee @ 4 @
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

activities ............. U | [ o R
4i, Ensured that classrooms are frcc of uncomfortable draﬂs produced by air

from SUPpPly EEITINALS ......ocvovrv ittt et et re e o a v'

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutants, the ventilation system is designed 10
maintain positive pressurization in the building. Therefore, ensure that the system, including
any exhaust fans, is operating on the “occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building (using chemical smoke) through
windows, doors, or other ¢racks and holes in exterior wall (for example,
floor joints, pipe OPeINES) .....cc.ovceieieeivesrcneeriesers et se s O lx

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) ....Q O @\

If fans are running but air is not flowing toward the exhaust intake, check for the following:
» Inoperable dampers
+ Obstructed, leaky, or disconnected ductwork
 Undersized or improperly installed fan
* Broken fan belt




5. EXHAUST SYSTEMS (continued)
ACTIVITY 20: EXHAUST AIRFLOW

NOTE: Prevent migration of indoor contaminanis from areas such as bathrooms, kitchens,
and labs by keeping them under negative pressure (as compared to surrounding spaces),

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A
AAJACERLE SPACES ......ivvrvie s vttt ee e ne e ee et ent e ee ettt senns o a

.
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Stand outside the room with the door slightly open while checking airflow high and low in
the door opening {see “How to Measure Airflow ™).

5c. Ensured that air is flowing toward the exhaust intake ............c.ccoccovvvrrieiriennn. & o a

ACTIVITY 21: EXHAUST DUCTWORK
5d. Checked that the exhaust ductwork downstream of the exhaust fan (which is
under positive pressure} is sealed and in good condition..............cceoeovne.... \g a a
6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to "How to Measure Airflow” for techniques.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation

UTIIE ... oo s hiitns e fb pasrmarrs e e sennnsmms se royans aue e 40 0esanens sarsnsserssses ressnsseeseesussressussuss o o ¥
6b. Calculated the number of occupants served (22b) by the ventilation unit E
under consideration.............. U |

6¢. Divided outdoor air supply (22a) by the number of occupants (22b) to
determine the existing quantity of outdoor air supply per person (22¢).......0 O Nty

ACTIVITY 23: ACCEPTABLE LEVELS OF OUTDOOR AIR QUANTITIES
6d. Compared the existing outdoor air per person {22c¢) to the recommended

levels inTable 1 ... sinssse e i ﬁ
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet

the recommended levels in Table 1 .......cc.cooeevivivnerccinsccneveeneesere e - O ﬁ

NOTES
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Instructions — e Ll =l o A e ]
1. Read the /AQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background : :
Information for la. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A
this checklist. example, a fire escape floor plan) ... ...c...cocoorvieiriineoeseoeeeoeeeeeeeee @)l
2. Keep the Ib. Ensured that the ventilation system was on and operating in “occupied” =
mode . e s s el {E) i (]
Background
Information and
make a copy of ACTIVITY 1: OBSTRUC.T.IONS
this checklist for . lc. Ensured that outdoor air intakes are clear of obstructions, debrs, clogs,
each ventilation OF COVETS ............ Ly T TP BT \i a o
unit in your school, 1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
as well as a frequently block an intake) ... EENE) \Eb\
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
3. Complete the ' le. Checked ground-level intakes for pollutant sources {dumpsters, loading
Checklist. docks, and bus-idling reas) .............ccocooovivveoiceireeeee oo G B
4 k- If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
Y Ehec‘,k the “yes, toilet, or laboratory exhaust fans; puddles; and mist from %
800 EOnN ., 2Ir-conditioning COONNG FOWETS) ... ..ovoiueioeeereeeeeererese oo a a
Aorgpplicabla Ig. Resolved blems with pollutant located tdoor air
DS et 8. Resolved any problems with pollutant sources locate near outdoor air A
; e intakes (e.g., relocated dumpster or extended exhaust pipe) ....................... ‘ﬁ_ ) yo]
itern. (A "no
response
requires further ACTIVITY 3: AIRFLOW h
attention.) 1h. Obtained chemical smoke {or a small piece of tissue paper or light plastic)..Cd O
B e r h. Confirmed that outdoor air is entering the intake appropriately @ a o
in the “Notes”
section as 2. SYSTEM CLEANL'NESS
LSCCREary. ACTIVITY 4: AIR FILTERS
4. Return the checklist | 2a. Replaced filters per maintenance schedule ... & a o
portion of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document _to the blowing dOWNSITEAINY .......oeeviiiimrimeietet et eeeee e e ee oo a 0O
IAQ Coordinatar. 2c. Vacuumed filter areas before installing new filters............o.coooooovvevvennn . o a ;b
S Rl 2d. Confirmed proper fit of filters to prevent air from bypassing (Alowing
Bround) the aif Filler manmii e o = S S (. ,g o Q
2e. Confirmed proper installation of filters (correct direction for airflow).......... a a



2.

SYSTEM CLEANLINESS {continued)

ACTIVITY 5: DRAIN PANS
2f. Ensured that drain pans slant toward the drain (to prevent water from

2g. Cleaned drain pans ..

accumulating) ..

2h. Checked drain pans for mold and mlldew .....................................................

ACTIVITY 6: COILS

21

Ensured that heating and cooling coils are clean .......ococoeceveiiveicivivirccnciens

ACTIVITY 7: AIR-HANDLING UNITS, UNIT VENTILATORS

2j. Ensured that the interior of air-handling unit(s) or unit ventilator
(air-mixing chamber and fan blades) is clean .............coviireeiisni v a
2k. Ensured that ducts are ¢lean ...t a
ACTIVITY §: MECHANICAL ROOMS
21. Checked mechanical room for unsanitary conditions, leaks, and spills ......... a
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and supplies ....coooovioieviieciic e a

. CONTROLS FOR OUTDOOR AIR SUPPLY

3a.
3b.

Ensured that air dampers are at least partially open (minimum position) ...... h

Ensured that minimum position provides adequate outdoor air

[V ENT IR Y erptenyrMivererrmrerer i crrors povtrertreys rosrr PRI ey ey it Serovlewiterorect

ACTIVITY 9: CONTROLS INFORMATION

3c,

Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,

and controls operations manuals (often uniquely designed) .........ccccoovrnvenne.

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d.
3e.

if.

Turned summer-winter switches to the correct position ..........................
Set time clocks appropriately ..o s

Ensured that settings fit the actual schedule of building use (including

night/Weekend USE) ...t

ACTIVITY 11: CONTROL COMPONENTS

3g.

3h.

3i.

3.

Ensured appropriate system pressure by testing line pressure at both the
occupied (day) setting and the unoccupied (night) setting ..,

Checked that the line dryer prevents moisture buildup ... e
Replaced control system filters at the compressor inlet bascd on thc
compressor manufacturer’s recommendation (for example when you

blow down the tank])... .
Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or ObSLIuctions) ......ocvocvviiinisc e

ACTIVITY 12: OUTDOOR AIR DAMPERS

3k.

3L

Ensured that the outdoor air damper is visible for inspection.........c....coe.

Ensured that the recirculating relief and/or exhanst dampers are visible
FOT INSPEOHIOIL ..ot seeeseenr e m s sr e bt e e bt sae et en s enes

3m. Ensured that air temperature in the indoor area(s) served by each

outdoor air damper is within the normal operating range................cccocoveuee

a?
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NOTE: It is necessary to ensure that the damper is operating properly and within the normal
range to continue.
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3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

3n. Checked that the outdoor air damper fully closes within a few minutes g-'s No N/A
of shutting off appropriate air handler ... [E7}s 4m]
3o0. Checked that the outdoor air damper opens (at ieast partlally wnth no delay) }S
when the air handler is turned on ........ O YT T S RSP o a

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room h
T T ) R st o e s T e () Sl (5) QZ

g ey i gl 3q. Ifin cooling mode, checked that the outdoor air damper goes to its minimum
position (without completely closing) when the room thermostat is set
te 60°F and mixed air thermostat is set to 45°F M
3r. If the outdoor air damper does not move, confirmed the following items:

« The damper actuator links to the damper shaft, and any linkage set g
SCTEWS OLDOS A Ll g e s

»  Moving parts are free of impediments (e.g., rust, corrosion) ................... a]
+ Electrical wire or pneumatic tubing connects to the damper actuator ...... M

+ The outside air thermostat(s) is functioning properly {e.g., in the right
location, calibrated correctly) ... ....cccovviiiireicee e t?

pes
+
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Proceed to Activities 13—16 if the damper seems to be operating properly.

ACTIVITY 13: FREEZE STATS
3s. Disconnected power Lo controls (for automatic reset only) to test continuity

T T L LT o ere e T T T e F T E T T PP A CYECY T T IO (= Sy = B, (2
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually

red) trips the freeze stat (clicking sound indicates freeze stat was

tripped) .......... T, H- Q
Ju. Assessed the feasibility of replacing all manual reset freeze-stats with

automatic reset freeze-stats. ... {1 0 (5] B )

O

NOTE: HVAC systems with water coils need protection from the cold. The freeze-stat may
close the outdoor air damper and disconnect the supply air when tripped. The typical trip
range is 35°F to 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

3v. Ensured that the mixed air stat for heating mode is set no higher

than 63¢R e R B o o K
3w. Ensured that the mixed air stat for cooling mode is set no lower %}
than the room thermostat SELIME ... oo ivivrerercececciei s a o

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design specifications or 5\

10CAL PLACHICES ....ooeoeeeeeiciit et eae et s e en e s \ah ]
NOTE: The dry-bulb is typically set at 65°F or lower:
3y. Checked that sensor on the economizer is shielded from direct sunlight ... (W
3z. Ensured that dampers operate properly (for outside air, return air, &,
exhaust/relief air, and recirculated air), per the design specifications....... gy o]

NOTE: Economizers use varying amounts of cool outdoor air to assist with the cooling
load of the room or rooms. There are two types of economizers, dry-bulb and enthalpy.
Dry-bulb economizers vary the amount of outdoor air based on outdoor temperature,
and enthalpy economizers vary the amnount of outdoor air based on outdoor temperature
and humidity level.



3. CONTROLS FOR OUTDOOR AIR SUPPLY {continued)

ACTIVITY 16: FANS

3aa. Ensured that all fans (supply fans and associated return or relief fans)
that move outside air indoors continuously operate during occupied es No N/A
hours (even when room thermostat is satisfied)................c.ocooiiiiiiinene,

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
ensure sufficient outdoor air supply.

4. AIR DISTRIBUTION

ACTIVITY 17: AIR DISTRIBUTION
4a. Ensured that supply and return air pathways in the existing ventilation syst

rYT Y L L

T e g w e

perform as required...........cccccoeeent ) e
4b. Ensured that passive gravnty relief venmatwn systems aud transfer grllles
between rooms and corridors are functioning ..........cocooevven i icnnns a o \é

NOTE: If ventilation system is closed or blocked to meet current fire codes, consult with a
professional engineer for remedies.

4c. Made sure every occupied space has supply of outdoor air {(mechanical
system or operable windows) ........................ e O

4d. Ensured that supply and return vents are open and unblocked .......................

oo
C

NOTE: If outlets have been blocked intentionally to correct drafts or discomfori, investigate
and correct the cause of the discomfort and reopen the vents.

4e. Modified the HVAC system to supply outside air to areas without an outdoor

AU Mo ormrmrers e prrr D A o O O DT e a a
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population CHANEES ......oiiciiieiiiiee et A e o] EB\
4g. Moved all barriers (for example, room dividers, large free-standing

blackboards or displays, bookshelves) that could block movement of

air in the room, especially those blocking air vents ..........ccoccoiveieniccieene. s i W
4h. Ensured thai unit ventilators are quiet enough to accommodate classroom
ACELY 1 t1eS e LR [T Il T e L e et [M\ a o

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
from supply termiinals ... a o tﬁ/

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutants, the ventilation system is designed to
maintain positive pressurization in the building. Therefore, ensure that the system, including
any exhaust fans, is operating on the “occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building (using chemical smole) through
windows, doors, or other cracks and holes in exterior wall (for example

floor joints, PIPE OPEMINEE) ..evveeiereeaeeirreererrinecrmreesneseneseere s .a a K

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) ....Q O li,ﬂ\

If fans are running but air is not flowing toward the exhaust intake, check for the following:
» Inoperable dampers
« Obstructed, leaky, or disconnected ductwork
» Undersized or improperly installed fan
» Broken fan belt



5. EXHAUST SYSTEMS {continued)
ACTIVITY 20: EXHAUST AIRFLOW

NOTE: Prevent migration of indoor contaminants from areas such as bathrooms, kitchens,
and labs by keeping them under negative pressure (as compared to surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A
Y T R P refrrnn ottt b ey e et i T a a
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Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see “How to Measure Airflow").

5c. Ensured that air is flowing toward the exhaust intake ........cccocoooriiiviciiincenan, \vﬁ, a o

ACTIVITY 21: EXHAUST DUCTWORK

5d. Checked that the exhaust ductwork downstream of the exhaust fan (which i
under positive pressure) 1s sealed and in good condition ........c..coovervecnnrnnnn, u (] 8 (1]

6. QUANTITY OF QUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to "How to Measure Airflow” for technigues.

6a. Measured the quantity of outdoor air supplied (22a) {o each ventilation
I T e e e e e e o} ylo]
6b. Calculated the munber of occupants served (22b) by the ventilation unit
under consideration .25 sl R G e
6¢. Divided outdoor air supply (22a} by the number of occupants (22b}) to
determine the existing quantity of outdoor air supply per person (22¢).......Q

C

ACTIVITY 23: ACCEPTABLE LEVELS OF OUTDOOR AIR QUANTITIES
6d. Compared the existing outdoor air per person (22¢) lo the recommended

R B 3 o o et rriv e it e eI TTYED WG E
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet

the recommended levels in Table 1 ..., Qpia

Ck
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2. Keep the
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Instructlons

Backgrounder and
the Background
Information for
this checklist.

Background

Information and |

make a copy of
this checklist for
each ventilation
unit in your school,
as well as a

copy for future
reference.

Complete the
Checklist.

« Check the "yes,”
”nD," or
“not applicable”
box beside each
item. (A "no”
response
requires further
attention.)

» Make comments
in the "Notes”
section as
necessary.

Return the checklist

portion of this
document to the
IAQ Coordinator.

Ventilation Checklist

.L_{AJET Fe s

Name: 207 o ko (a ) S i sl 3™ 0 LT S I
School: _SRJ' W ..L._L.._f l ]L_:I”;\"_ bl Ll ca
Unit Ventilatot/ AHU No: /¢ fur-¢ Hﬂ/ L MUY
| Room or Area: Leedu Aot/ Date Completed: /4//7//7 74

| Signature: #] ('-_fu% Ll L/;?f:éf*i" i o Pkl i RS |
1. OUTDOOR AIR INTAKES

la, Marked locations of alt outdoor air intakes on a small floor plan (for Yes No

example, a fire escape fO0r PlARY ...o..co.ooooveoivvie e e, a a
Ib. Ensured that the ventilation system was on and operating in “occupied”

T e e et i e e Tﬁ] O

ACTIVITY 1: OBSTRUCTIONS
lc. Ensured that outdoor air intakes arc clear of obstructions, debris, clogs,

O T et e e M e o Py S P BT T ST PP T T ey T o] ﬁ\ a
1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an intake) ....... T ve el [l o]

ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for pollutant sources (dumpsters, loading
docks, and bus-idling areas) .................... T mamr m—— w a
If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans, puddles; and mist from
air-conditioning CoOlNG LOWEIS) .....ov.v.vivvies it ee e ee e % a
1g. Resolved any problems with pollutant sources located near outdoor air )&]

1atakes (e.g., relocated dumpster or extended exhaust pipe) ...................... { a
ACTIVITY 3: AIRFLOW
Ih. Obtained chemical smoke (or a small picce of tissue paper or light plastic)..Q O
1i. Confirmed that outdoor air is entering the intake appropriately ..................... ‘KL a
2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ............oocooveevvecereeeorsir s, N Q
2b. Shut off ventilation system fans while replacing filters (prevents dirt from N

blowing-downstream ) I EEEIESE BRI % el I sl R it Vé a
2¢. Vacuumed filter areas before installing new filters .........coccvvvveveeveevveveevei, a 0O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

around} the air filteroedr N me B i s iy a
2e. Confirmed proper installation of filters (correct direction for airflow).......... h, a

O

0

0D %’D (]



2. SYSTEM CLEANLINESS (continued)

L]

ACTIVITY 5: DRAIN PANS )
2f. Ensured that drain pans slant toward the drain (to prevent water from Yes No N/A :

accumulating} ... S A AR S SRS WY a o J
2g. Cleaned drain pans .. Tt T e O | T (O] % 5
2h. Checked drain pans for mold and mlldew ....................................................... o] o] :
ACTIVITY 6: COILS )
2i. Ensured that heating and cooling coils are clean ... & a a
ACTIVITY 7: AIR-HANDLING UNITS, UNIT VENTILATORS
2j. Ensured that the interior of air-handling unit(s) or unit ventilator

(air-mixing chamber and fan blades) is clean .........ccocoeeiviccinnnieecerinnen, o a

=e=4

2k. Ensured that ducts are Clean ..........cocooeeiiiiiiieie ettt eeas a a

ACTIVITY 8: MECHANICAL ROOMS

2l. Checked mechanical room for unsanitary conditions, leaks, and spills ........0 O t@’
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash, "
chernical products, and SUPPHES ......ccericinceiie e o a h

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) M g 0o
3b. Ensured that minimum position provides adequate outdoor air k]

FOT QCOUPADLS ...ttt ettt et em e a aQ
ACTIVITY 9: CONTROLS INFORMATION
3c. Obtained and reviewed all design inside/outside temperature and humidity

requirements, controls specifications, as-built mechanical drawings, !

and controls operations manuals (often uniquely designed) m a o

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ...........occooveeeeee.. @ 0 %B
3c. Set time clocks ApPropriately .........cccooveieviiieie e e oo &
3f. Ensured that settings fit the actual schedule of building use (including

NIEhtWEEKENd USE) ..ot b a o &’

ACTIVITY 11: CONTROL COMPONENTS
3g. Ensured appropriate system pressure by testing line pressure at both the

occupied (day) setting and the unoccupied (night) setting a a
3h. Checked that the line dryer prevents moisture buildup ... Qa p
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example when you :

blow down the tank) ... SSSTURSEPORORNY = N T
3j. Set the line pressure at each thermostat and damper actuator at the proper

level (no leakage or OBSITUGEHLONS) .....vceeoeeceieeiii e e e e e a a M
ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection ...........cocccvnne, &I a a
31. Ensured that the recirculating relief and/or exhaust dampers are visible

for inspection .............. . ﬁ a a
3m. Bnsured that air temperature in the mdoor area(s) servcd by each

outdoor air damper is within the normal opsrating range ... vveirecrenan, /0 Q

NOTE: It is necessary to ensure that the damper is operating properly and within the normal

range to continue



3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued}

3n. Checked that the outdoor air damper fully closes within a few minutes Yes No N/A

of shutting off appropriate air handler ... »@ a a
3o. Checked thal the outdoor air damper opens (at least partially with no delay

when the air handler is turned on ... %I d] =]
3p. If in heating mode, checked that the outdoor air damper goes to its

minimum position (without completely closing) when the room

therTNOStat ig]set E0 B S e e ] ) eo] &f
T = 3q. If in cooling mode, checked that the outdoor air damper goes to its minimum

position (without completely closing) when the room thermostat is set

to 60°F and mixed air thermostat is set to 45°F ...
3r. If the outdoor air damper does not move, confirmed the following items:

* The damper actuator links to the damper shaft, and any linkage set

]
O

screws or bolts are tight ........ T T T T T P e T (] e (=)
» Moving parts are free of impediments {e.g., rust, corrosion) ........c.ooeuee. o) | ]
+ Electrical wire or pneumatic tubing connects to the damper actuator ... EEEE
+ The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated correctly) .o.......cooooiviniinnv el g o
Proceed to Activities 13—16 if the damper seems to be operating properly.
ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls {for automatic reset only) to test continuity
FISO (TN B e rerticon it i rrrerrrerri R P R T T O BT T R P 7Y ) R G TR (1)
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates freeze stat was
ipped) St R e e ey e s O 0 | e
3u. Assessed the feasibility of replacing all manual reset freeze-stats with
AULOITLAEIC e e T ez S a TS e e (=1 (] 390 ]

NOTE. HVAC systems with water coils need protection from the cold. The freeze-stat may
close the outdoor air damper and disconnect the supply air when tripped. The typical trip
range is 35°F to 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

3v. Ensured that the mixed air stat for heating mode is set no higher

=

Than 65 F . T m_RE
3w, Ensured that the mixed air stat for cooling mode is set no lower 3
than the room thermostat SELHNE .........c.cveieiiiniciarieee i ereenrers e e O o ES‘

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design specifications or B
local PractiCes ... a o

NOTE: The dry-bulb is typically set at 65°F or lower.

3y. Checked that sensor on the economizer is shielded from direct sunlight ...... 1@] a Qo

3z. Ensured that dampers operate properly (for cutside air, return air, &‘/
exhaust/relief air, and recirculated air), per the design specifications............. a

NOTE: Economizers use varying amounts of cool owtdoor air to assist with the cooling
load of the room or rooms. There are two types of economizers, dry-bulb and enthalpy.
Dry-bulb economizers vary the amount of outdoor air based on outdoor temperature,
and enthalpy economizers vary the amount of outdoor air based on outdoor temperature
and humidity level.



3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

ACTIVITY 16: FANS

3aa. Ensured that all fans (supply fans and associated return or relief fans)
that move outside air indoors continuously operate during occupied es No N/A
hours (even when room thermostat is satisfied)...........cccreriiiiiiniicie.

NOTE: [f fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
ensure sufficient outdoor air supply.

4. AIR DISTRIBUTION

ACTIVITY 17: AIR DISTRIBUTION
4a. Ensured that supply and return air pathways in the existing ventilation system

Perform as reqUIred ... ..o e s o a
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ............cccocnnvcincrinnenn. 30 0

NOTE: If ventilation system is closed or blocked to meet current fire codes, consult with a
professional engineer for remedies.

4c. Made sure every occupied space has supply of outdoor air (mechanical )
system or operable WindoWs} ...t o o %

4d. Ensured that supply and return vents are open and unblocked ................00 O Q

NOTE: If outlets have been blocked intentionally to correct drafis or discomfort, investigate
and correct the cause of the discomfort and reopen the vents.

4e. Modified the HVAC system to supply outside air to areas without an outdoor

AL SID ]y JE Y ST PO U PR O 010 SRR DS NPT e e retow o (8] OOl (<] m
4f. Modified existing HVAC systems to incorporate any room or zone layout

AL e G ER T s ormrprmetrirr o i i o et R e (1) 1) H‘
4p. Moved all barriers (for example, room dividers, large free-standing

blackboards or displays, bookshelves) that could block movement of

air in the room, especially those blocking air vents ... e v
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

ACHVIIES .o.vvcvrerecevcrrcrrerer st et ' QO Q
4i. Ensured that classrooms are free of uncomfortable drafts produced by air

fromm SUPPly terMINAlS .......o.ooviveiini bbb s b O QO ¥

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutants, the ventilation system is designed to
maintain positive pressurization in the building. Therefore, ensure that the system, including
any exhaust fans, is operating on the “occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building (using chemical smole) through
windows, doors, or other cracks and holes in exterior wall (for example, )
floor joints, Pipe OPEMINES) ..cccvvvce e s rneeseeeeeee A O EXL

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s)....0 O [g

If fans are running buf air is not flowing toward the exhaust intake, check for the following:
+ Inoperable dampers
« Obstructed, leaky, or disconnected ductwork
o Undersized or improperly installed fan
* Broken fan belt
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NOTES

5. EXHAUST SYSTEMS (continued)
ACTIVITY 20: EXHAUST AIRFLOW

NOTE: Prevent migration of indoor contaminanis from areas such as bathrooms, kitchens,
and labs by keeping them under negafive pressure (as compared to surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A
A0 ] ACCIIE ST ACE S e RS S | ., [ 1] LI T T o e 2T (=1 4R =)

Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see "How to Measure Airflow").

5¢. Ensured that air is flowing toward the exhaust intake ... %. DG

ACTIVITY 21: EXHAUST DUCTWORK
5d. Checked that the exhaust ductwork downstream of the exhaust fan (which ii
under positive pressure) is sealed and in good condition ..., yl a a
6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to "How to Measure Airflow” for technigues.

6a. Measured the quantity of cutdoor air supplied {22a) to each ventilation !
11711 vty S | " |1 S S Sl e~ o aQ E
6b. Calculated the number of occupants served (22b} by the ventilation unit
under ConSIABIAtON . .i.ei it o 0 E[\
6c. Divided cutdoor air supply (22a) by the number of occupants (22b) to

O
&

determine the existing quantity of outdoor air supply per person (22¢).......0

ACTIVITY 23: ACCEPTABLE LEVELS OF OUTDOOR AIR QUANTITIES

6d. Compared the existing outdoor air per person (22¢) to the recommended "
T A R e ettt et e e reterrt e resm ey s ERa h

6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
the recommended levels InTable 1 ... e [E) N (] 'ﬁ
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Instructions
. Read the /AQ
Backgrounder and
the Background

Information for
this checklist.

2. Keep the
Background
Information and
make a copy of
this checklist for
each ventilation
unit in your school,
as well as a
copy for future
reference.

. Complete the
Checklist.

» Check the "yes,”
“no,” or
“not applicable”
box beside each
item. (A “no”
response
requires further
attention.)

+ Make comments
in the "Notes”
section as
necessary.

. Return the checklist
portion of this
document to the
|AQ Coordinator. i

Ventilation Checklist

Clroteeh T_B_L.Qg_

Name:

Unit Ventilator/ AHU No: )\ct'f- &

School: _\J—l‘j_xﬂjn{.&j_ﬁ'_‘f‘{' SN el Car B Nl

Room or Arca: £ 43 = Fve g Date Completed: i/ j / 3’/ 2 Y
Signature: (/_ l“(/ LA ) :’Z/CZ\-__

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for
example, a fire escape floor Plan) ..o, Q

Ib. Ensured that the ventilation system was on and operating in “occupied”

mode BH e e B 1 iy B A h/ 0

ACTIVITY 1: OBSTRUCTIONS

lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs, E
O OO BT e e LI R e S S

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
frequently Block an intake] ..ot O

ACTIVITY 2: POLLUTANT SOURCES

docks, and bus-1dling areas) .....c..coueiovoeoeeeee e e,
If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

toilet, or laboratory exhaust fans; puddles; and mist from

ar-conditioning COONNE TOWETS) ....o.ovooivvvriviiiiest e et
Ig. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) ..................... &Zf

le. Checked ground-level intakes for pollutant sources (dumpsters, loading uk

ACTIVITY 3: AIRFLOW
ih. Obtamed chemical smoke (or a small piece of tissue paper or light plastic)..Q
Li. Confirmed that outdoor air is entering the intake appropriately .................

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule .. ............oocoeeeveeecreieee . &]

2b. Shut off ventilation system fans while replacing filters (prevents dirt from &/

blOWiINg dOWNSITEAIM) ... ooviveiecer et
2c. Vacuumed filter areas before installing new filters ...

2d. Confirmed proper fit of filters to prevent air from bypassing (flowing b’

AroUnd) the BIE FTIEET L.iiiieiiriiiiir i et e ees oo ss e seessssses st esese st estesas e s
2¢. Confirmed proper instaliation of filters (correct direction for airflow)....... ﬂ&l

oo

EI0p =0 s

Yes No N/fA

a

(]

N

o0 g0 0O



2. SYSTEM CLEANLINESS (continued)

ACTIVITY 5: DRAIN PANS

2f. Ensured that drain pans slant toward the drain (to prevent water from
accumulating) ...

2g. Cleaned drain pans .. -
2h. Checked drain pans for mold and mlldew

ACTIVITY 6: COLLS

2i. Ensured that heating and cooling coils are €lean .........ccoveviieveecvisierie.ns

ACTIVITY 7: ATR-HANDLING UNITS, UNIT VENTILATORS
2j. Ensured that the interior of air-handling unit(s) or unit ventilator

{air-mixing chamber and fan blades) is €lean .........cccooooriminiiiniieeer e
2k. Ensured that ducts are clean ..........cocovverrniceeereeceeeeee et

ACTIVITY 8: MECHANICAL ROOMS
2l. Checked mechanical room for unsanitary conditions, leaks, and spilis

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and SUPPLIES .......coovivveiiiecceeee e

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum positien) M a

Y oo

3c¢. Obtained and reviewed all design inside/outside temperature and humidity

3b. Ensured that minimum position provides adequate outdoor air

FOT OCOUPABES ....coviivee ettt ettt s e e

ACTIVITY 9: CONTROLS INFORMATION

requiremnents, controls specifications, as-built mechanical drawings,

and controls operations manuals (often uniquely designed) ..............o.e....

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position .........ccoocoveeerceeieeenn

3e. Set time clocks appropriately ....

3f. Ensured that seitings fit the actual schedule of bu:ldmg use (mc]udmg

night/weekend use) ...

ACTIVITY 11: CONTROL COMPONENTS

3g. Ensured appropriate system pressure by testing line pressure at both the
oceupied (day) setting and the unoccupied (night) setting ..o,
3h. Checked that the line dryer prevents moisture buildup .......cccccovniiciins

3i. Replaced control system filters at the compressor inlet based on the
compressor manufacturer’s recommendation (for example when you
blow down the tank) ...

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or ObSIIUCHONS) .......coovvver e ceeceeee e

ACTIVITY 12: OUTDOOR AIR DAMPERS

3k. Ensured that the outdoor air damper is visible for inspection ....................

31. Ensured that the recirculating relief and/or exhaust dampers are visible
O INSPECLIOM ..ottt et e e

3m. Ensured that air temperature in the indoor area(s) served by each

outdoor air damper is within the normal operating range ..........ccoooeeveeeern

00&s
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NOTE: It is necessary to ensure that the damper is operating properly and within the normal

range fo continie.
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3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

3n. Checked that the outdoor air damper fully closes within a few minutes Yes No N/A

of shuiting off appropriate air handler ... e Q
3o0. Checked that the outdoor air damper opens (at least partially with no delay) ,

when the air handler is turned on ............ Do ST oo e PO a
3p. Ifin heating mode, checked that the outdoor air damper goes to its

minimum position (without completely closing) when the room

thermostat 15 St £0 B5%F ..o e e 21,1, (D] k

3q. Ifin cooling mode, checked that the outdoor air damper goes to its minimum
position (without completely ciosing) when the room thermostat is set
to 60°F and mixed air thermostat is set to 45°F ..o, M,

3r. If the outdoor air damper does not move, confirmed the following items:

» The damper actuator links to the damper shaft, and any linkage set
screws or bolts are tight ...................

+  Moving parts are free of impediments {e.g., rust, corrosion) .........c....o..... g
+ Electrical wire or pneumatic tubing connects to the damper actuator ....... ﬁ(

*+ The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated correctly)..........cooovieeeiiiiiiiic e (}f

O

EEsEIEENE

Proceed to Activities 1316 if the damper seems to be operating properly.

ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls (for automatic reset only) to test continuity
ACTOBS eI TIIIa LS e oy o]
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually

red) trips the freeze stat (clicking sound indicates freeze stat was
PP e ) e e A s ﬁ 0

3u. Assessed the feasibility of replacing all manual reset freeze-stats with
autormnatic reset freeze-Stats ..o @ESs

NOTE: HVAC systems with water coils need protection from the cold. The freeze-stat may
close the outdoor air damper and disconnect the supply air when tripped. The typical trip
range is 35°F to 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

3v. Ensured that the mixed air stat for heating mode is set no higher

R s R T e e R e 0O 0
3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat Setting ..........coovvveiiiein i e o Ao

ACTIVITY 15: ECONOMIZERS

3x. Confirmed proper economizer settings based on design specifications or
106a] PractiCes ...ooooooiiiieviciiic e e s ]

NOTE: The dry-bulb is typically set at 65°F or lower:

3y. Checked that sensor on the economizer is shielded from direct sunlight .../8" O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications @— ]}

NOTE: Economizers use varying amounis of cool outdoor air to assist with the cooling
load of the room or rooms. There are two types of economizers, dry-bulb and enthalpy.
Dry-bulb economizers vary the amount of outdoor air based on outdoor temperature,
and enthalpy economizers vary the amount of outdoor air based on outdoor temperature
and humidity level.

0

0 000D



3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

ACTIVITY 16: FANS
3aa. Ensured that all fans (supply fans and associated return or relief fans)

that move outside air indoors continuously operate during occupied No N/A
hours (even when room thermostat is satisfied) ..o,

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
ensure sufficient outdoor air supply.

4. AIR DISTRIBUTION

ACTIVITY 17: AIR DISTRIBUTION
4a, Ensured that supply and retumn air pathways in the existing ventilation syst

perform as required.............coocne. a o
4b. Ensured that passive grav1ty relief vcntllatlon systems and transfer gnlles
between rooms and corridors are functioning ... AUTEL e hEN v )

NOTE: If ventilation system is closed or blocked to meet current fire codes, consult with a
professional engineer for remedies.

4c. Made sure every occupied space has supply of outdoor air (mechanical -
system or operable WInGOWS) ... O] \é
4d. Ensured that supply and return vents are open and unblocked ....................... ﬂ/ Byl

NOTE: If outlets have been blocked intentionally to correct drafls or discomfort, investigate
and correct the cause of the discomfort and reopen the vents.

4e. Modified the HVAC system to supply outside air to areas without an outdoor

AT SUPPLY «eirrieece ettt et Gl RS E-
4f. Modified existing HIVAC systems to incorporate any room or zone layout

and population Changes ... a a IM’
4g. Moved all barriers (for example, room dividers, large free-standing

blackboards or displays, bookshelves) that could block movement of

air in the room, especially those blocking air vents ................ <HO D] &
4h, Ensured that unit ventilators are quiet enough to accommodate classroom

P T e e e A T A v_ =0
4j. Ensured that classrooms are free of uncomfortable drafts produced by air

from supply terminals ... @ = ﬁ\

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutants, the ventilation system is designed to
mainfain positive pressurization in the building. Therefore, ensure that the system, including
any exhaust fans, is operating on the “occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building (using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,

floor joints, PIPE OPEMILES) ....oveeeoviiiiririercrer ettt e s o aQ k

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) ...0Q O ﬁj

If fans are running but air is not flowing toward the exhaust intake, check for the following:
* Inoperable dampers
+ Obstructed, leaky, or disconnected ductwork
s Undersized or improperly installed fan
* Broken fan belt
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5, EXHAUST SYSTEMS (continued)
ACTIVITY 20: EXHAUST AIRFLOW

NOTE: Prevent migration af indoor contaminants from areas such as bathrooms, kitchens,
and labs by keeping them under negative pressure (as compared to surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A
L T A T e e o o T e P T T KK o (e

Stand owtside the room with the door slightly open while checking airflow high and low in
the door opening (see "How to Measure Airflow”).

Sc. Ensured that air is flowing toward the exhaust intake ... bw (51 {8 (3]

ACTIVITY 21: EXHAUST DUCTWORK
5d. Checked that the exhaust ductwork downstream of the cxhaust fan (which i,
under positive pressure) i sealed and in good condition..........coovverriereane, g a
6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATEONS

NOTE: Refer to “How to Measure Airflow” for techniquies.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation

N ettt poerf it it it ecbrom A b ferrertenerret i o a M
6b. Calculated the number of occupants served (22b}) by the ventilation unit

LT C OIS | (1 C T O L ———————— a o @
6¢. Divided outdoor air supply (22a) by the number of occupants (22b) to

o
=

determine the existing quantity of outdoor air supply per person (22¢}......... a

ACTIVITY 23: ACCEPTABLE LEVELS OF OUTDOOR AIR QUANTITIES
6d. Compared the existing outdoor air per person (22¢} to the recommended

SIS T e et et e e o e e st eyl o] 5o IBL
6e. Corrected problems with ventilation units that supplied inadequate

guantities of outdoor air to ensure that outdoor air quantities (22¢) meet

the recommended levels in Table b a a @\
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1.

3.

4,

Instructions

Read the /AQ
Backgrounder and
the Background
Information for
this checklist.

Keep the
Background
Information and
make a copy of
this checklist for
each ventilation
unit in your school,
aswellas a

copy for future
reference.

Complete the
Checklist.

+ Check the “yes,”
“no,” or
“not applicable”
box beside each
item. (A “no”
response
requires further
attention.)

= Make comments
in the “Notes”
section as
necessary.

Return the checklist
portian of this
document to the
IAQ Coordinator.

N T W o o - W W e W W e

Ventilation Checklist

Name; C—lﬂc" (/tb _r i?’CAA
School: qaL-'ch»AxJ /7’#‘/';

| Unit Ventilator/AHU No: _D0alf ~ 7

Room or Area: /. ’3 /C} "fﬁr _ Date Completed: 1| J 13 / 2+

Signature: é; : M

1b.

. OUTDOOR AIR INTAKES

la.

Marked locations of all outdoor air intakes on a small floor plan (for Yes No
example, a fire escape floor PIAN) ..ot a a

Ensured that the ventilation system was on and operating in “occupied” &
mode O

ACTIVITY 1: OBSTRUCTIONS

lc.

ld.

Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

OF COVEIS ..o b e e e T SRy 'ED’
Installed corrective devices as necessary (e.g., if snowdrifts or leaves
frequently block an INtAKE) ........c..coovovriesrmesesiee st sessees s sas senssssas ess s ses vesma pias s a a

ACTIVITY 2: POLLUTANT SOQOURCES

le. Checked ground-level intakes for pollutant sources (dumpsters, loading

docks, and bus-idling Areas) .........cooovvvir it e ) O
1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

toilet, or laboratory exhaust fans; puddles; and mist from léi

air-conditioning cooling LOWELS) .......ccovvvvrevieecviiiioe e, |
1g. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) ..................... (b— O
ACTIVITY 3: AIRFLOW
lh. Obtained chemical smoke (or a small piece of tissue paper or light plastic),. 0  Q
li. Confirmed that outdoor air is entering the intake appropriately ............cco..... a
2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS 2
2a. Replaced filters per maintenance schedule ..........ccccoccniiiiiiiiciii e, %; a
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

blowing dOWNSIIEAINL) .....ecvererrireresresrernreneres e s e iestessinss s cesens ot e bemmassossmmennrens w a
2c. Vacuumed filter areas before installing new filters...........cooverie s, a Q
2d. Confirmed proper fit of filters to prevent air from bypassing {flowing

around) the air fIIEr ...........oo et e iee i e foadssvvas it by e ‘ﬂ:l a
2e, Confirmed proper installation of filters (correct direction for airflow}).......... h a

o &5 [

O

O

()

O &



2. SYSTEM CLEANLINESS {continued)

ACTIVITY 5: DRAIN PANS

2f. Ensured that drain pans slant toward the drain (to prevent water from Yes No N/A
accumulating) ... :ﬂ g o

2g. Cleaned drain pans .. ... Qa

2h. Checked drain pans for mold and mlldew ..a 0 ﬁl
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ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ..............coocoooevevrereeennne.

T e w - -

O
O

ACTIVITY 7: AIR-HANDLING UNITS, UNIT VENTILATORS
2j. Ensured that the interior of air-handling unit(s) or unit ventilator

(air-mixing chamber and fan blades) is clean ..........cococoevevvcvvvccree. 3 O B
2k. Ensured that ducts are clean ...........ccocooveceerennne.e. o O @
ACTIVITY 8: MECHANICAL ROOMS
21. Checked mechanical room for unsanitary conditions, leaks, and spills ......... o o W
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and SUPPHES ..........cocrceecerccrncinencncrnnsrseneerene. A O NG

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) ..... tﬂ o o

3b. Ensured that minimum position provides adequate outdoor air
fOF OCCUPANLS ..vevvvvvcveerirereeee et eseseesreneesesrer e S O Q)

ACTIVITY 9: CONTROLS INFORMATION

3c. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,
and controls operations manuals (often uniquely designed) ..........cooo...... .S O QO

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct positiott ........ccccoervvenee. @ 0 d
3e. Settime clocks appropriately ...........ccoco..... .0 0O
3f. Ensured that settings fit the actual schedule of bunldlng use (mcludmg

night/weekend uSe) ... o aQ @

ACTIVITY 11: CONTROL COMPONENTS
3g. Ensured appropriate system pressure by testing line pressure at both the

occupied (day) setting and the unoccupied (night) setting .........cccecevreinnnne.. a a
3h. Checked that the line dryer prevents moisture buildup ...o..ooveveeoievcei O 0 g
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation {for example when you

blow down the tank}... Ee———] (5] I (=) H
3j. Set the line pressure at each thermostat and damper actuator at the proper

level (no leakage or obstructions) .. o %

ACTIVITY 12: OUTDOOR AIR DAMPERS

3k. Ensured that the outdoor air damper is visible for inspection ‘ﬁ a Q
31. Ensured that the recirculating relief and/or exhaust dampers are visible

for inspection .............. m a Qa
3m. Ensured that air temperature in the mdoor area(s) served by each

outdoor air damper is within the normal operating range .................c..c......... h’ Q QO

NOTE: It is necessary to ensure that the damper is operating properly and within the normal

range to continte.



I 3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

] 3n. Checked that the outdoor air damper ﬁJlly closes within a few minutes Yes No N/A
¥ of shutting off appropriate air handler ... a o
¢ 30. Checked that the outdoor air damper opens (at lcast partlally wnth no delay

¢ when the air handler is turned o0 ... o 0

‘ 3p. Ifin heating mode, checked that the outdoor air damper goes to its

! minimum position (without completely clesing) when the room

1 thermostat is set 0 B5°F ... a a "é
¢

3q. Ifin cooling mode, checked that the outdoor air damper goes to its minimum
position (without completely closing) when the room thermostat is set
to 60°F and mixed air thermostat is set to 45°F .............ccooooiiiiiinvcrie et

3r. If the outdoor air damper does not move, confirmed the following items:

* The damper actuator links to the damper shaft, and any linkage set
screws or bolts are tight ...

+  Moving parts are free of lmpedlments (e ., rust, corrosnon) .................... b
* Electrical wire or pneumatic tubing connects to the damper actuator .. ..

* The outside air thermostat(s) is functnomng propcrly (e g., in the rlght
location, calibrated correctly) .., . UPOOPRORON \ﬂ’

O
(]

0O O0D
0O 00D

Proceed to Activities 13-16 if the damper seems to be operating properly.

ACTIVITY 13: FREEZE STATS
3s. Disconnected power to contrals (for automatic reset only) to test continuity

across lerminals ... ] D O
OR
3t. Confirmed (if applicabie) that depressing the manual reset button (usually

red) trips the freeze stat (clicking sound indicates freeze stat was

tripped) ... % o O
3u. Assessed the feambnhty of replacmg all manual reset freeze-stats wnth

automatic reset freeze-stats .. O PSP CUPURTRPOVORUURURPRURY B IR I S I |

NOTE: HVAC systems with water coils need protection from the cold. The freeze-stat may
close the outdoor air damper and disconnect the supply air when tripped. The typical trip
range is 35°F fo 42°F

ACTIVITY 14: MIXED ATR THERMOSTATS

3v. Ensured that the mixed air stat for heating mode is set no higher

ERBI 65%F ..oooo oo eeses s seeseesesser e eene et o o Mv
3w. Ensured that the mixed air stat for cooling mode is set no lower _
than the room thermostat SEtting ..........ccvcevrierrecriies e essmssrsssresens - 03 b[-/

ACTIVITY 15: ECONOMIZERS

3x. Confirmed proper economizer settings based on design specifications or
10CaL PrACHCES -.oc.ovvvevreereiieresrieceer it teee s e B 0 O

NOTE: The dry-bulb is typically set at 65°F or lower.

3y. Checked that sensor on the economizer is shielded from direct sunlight @ a o
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications w a a

NOTE: Economizers use varying amounts of caol outdoor air to assist with the cooling
load of the room or rooms. There are two types of economizers, dry-bulb and enthalpy.
Dry-bulb economizers vary the amount of ouidoor air based on outdoor temperature,
and enthalpy economizers vary the amount of outdoor air based on outdoor temperature
and humidity level.



3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

ACTIVITY 16: FANS

3aa. Ensured that all fans (supply fans and associated return or relief fans)
that move outside air indoors continuously operate during occupied Yes No N/A
hours {even when room thermostat is satisfied) ...............ococoiricirierisreesnns g Q

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
ensure sufficient outdoor air supply.

4. AIR DISTRIBUTION

ACTIVITY 17: AIR DISTRIBUTION

4a. Ensured that supply and return air pathways in the exlstmg ventilation syste
perform as required ..., l& O Q
4b. Ensured that passive gravity relief ventilation systems and transfer grlllcs
between rooms and corridors are functioning ...........ccoc..o..... a0 Q /&]

A s g e m S A A =

V

NOTE: If ventilation system is closed or blocked to meet current fire codes, consult with a
professional engineer for remedies,

4c. Made sure every occupied space has supply of outdoor air (mechanical
system or operable WIndOWS) ... et a a ﬂ

4d. Ensured that supply and return vents are open and unblocked ﬁ a a

NOTE: If outlets have been blocked intentionally to correct drafis or discomfort, investigate
and correct the cause of the discomfort and reopen the vents.

4e. Modified the HVAC system to supply outside air to areas without an outdoor
AT SUPPIY ..o iiim i s omone e soseees e meiaiaiNtmn sessnse e smsseiEuiinee e B ETanseseansnns Q
4f. Modified existing HVAC systems to incorporate any room or zone layout
and population CHANEES .........ccereoerereeerecr i e s re s s sa s Q
4g. Moved all barriers (for example, room dividers, large free-standing
blackboards or displays, bookshelves) that could block movement of
air in the room, especially those blocking air vents
4h. Ensured that unit ventilators are quiet enough to accommodate classroom
activities .......cevee. . ]
4i. Ensured that classrooms are free of uncomfortable drafts produccd by air
from supply terminals ..o, D 0D

O o0 O
K & ¥

B O

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutants, the ventilation system is designed to
maintain positive pressurization in the building. Therefore, ensure that the system, including
any exhaust fans, is operating on the “occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building (using chemical smoke) through
windows, doors, or aother cracks and holes in extertor wall (for example

floor joints, PiPe OPERINES) .c.ovvevriverevieeeieereee e eeaeeee LOa a @9

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) ..Q O ﬁ

If fans are running but air is not flowing toward the exhaust intake, check for the following:
* Inoperable dampers
» Obstructed, leaky, or disconnected ductwork
+  Urdersized or improperly installed fan
» Broken fan belt
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NOTES

5. EXHAUST SYSTEMS (continued)
ACTIVITY 20: EXHAUST AIRFLOW

NOTE: Prevent migration of indoor contaminants from areas such as bathrooms, kitchens,
and labs by keeping them under negative pressure (as compared to surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No %}5\
BAJACENL SPACES ......cvcecrerirr i ree s e st ae e se st ebs bbbt s b s ssras a a

Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see “How to Measure Airflow”),

5c¢. Ensured that air is flowing toward the exhaust intake ..................ocoevoierennne. m a a

ACTIVITY 21: EXHAUST DUCTWORK
5d. Checked that the exhaust ductwork downstream of the exhaust fan (which is
under positive pressure) is sealed and in good condition.........ocovveievienvnns) a a
6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to "How to Measure Airflow” for technigues.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation

6b. Calculated the number of occupants served (22b) by the ventilation unit 'é
UNAET COMSIACTALION .......oviiiiriirricrrncrrer s etee s s ettt ss s ete b an s e enens g o

6c. Divided outdoor air supply (22a) by the number of occupants (22b) to
determine the existing quantity of outdoor air supply per person (22¢}.....Q 0O M.

ACTIVITY 23: ACCEPTABLE LEVELS OF OUTDOOR AIR QUANTITIES
6d. Compared the existing outdoor air per person (22¢) to the recommended

levelsinTable 1. e a a \#‘
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22c) meet
the recommended levels in Table 1 ... s a o W



Ventilation Checklist

INamc: Gl L"r -'54_,} 3 J:-"-,____i
School: -S’ULPU c; I(f ,“_J _ﬁ g

Unit VentllatorfAHU No: lgJ - § : i

Room or Area: /F‘R' C-Nowhly Date Completed: 7 J':[L".J;/:l&z’_
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Instructlons ______ ey a8 - et o S
1. Read the IAQ '

Backgrounder and 1. OUTDOOR AIR INTAKES
the Background
Information for la. Marked locatiens of ali cutdoor air intakes on a small floor plan (for Yes No QN/A

| this checklist. example, a fire escape floor plan) .........ccoccovveieicri e a a

! 1b. Ensured that the ventilation system was on and operating in “occupied”

2. Keep the U o e e e A L e e e e g a o
Background

Information and

make alcopy of (| ACTIVITY 1: OBSTRUCTIONS

this checklist for lc. Ensured that outdoor air intakes are clezr of obstructions, debris, clogs, I
each ventilation (O R et o r o g T T P e e PP L &1 O a

| unit in your school, 1d. Installed corrective devices as necessary {e.p., if snowdrifts or leaves
as well as a frequently block anintales) s rm i il o @} (O] \@.
copy for future
referance. ACTIVITY 2: POLLUTANT SOURCES

3. Complete the . le. Checked ground-level intakes for pollutant sources (dumpsters, loading EF

Checklist. docks, and bus-idling areas) ............coc.oeooei oo @ m

if. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen
toilet, or laboratory exhaust fans; puddles; and mist from

+ Check the "yes,”

:no," or £ air-conditioning cooling towers)w o Q
bnOtbachl"cab'eh lg. Resolved any problems with pollutant sources located near outdoer air .
itgfn ; ?ASI" ﬁ;"ac intakes (e.g., relocated dumpster or extended exhaust pipe) &, ok (o]
response | ,

| requires further ACTIVITY 3: AIRFLOW
attention.) Ih. Obtained chemical smoke (or a small piece of tissue paper or light plastic)..Q

oD
o0&

1i. Confirmed that outdoor air is entering the intake appropriately ...o.oovo.oo.... )
« Make comments mmed that outdoor ring the intake approprately

in the "Notes”

section as | 2. SVSTEM CLEANLINESS
LAY _' ACTIVITY 4: AIR FILTERS
4, Return the checklist ?a. Replaced filters per maintenance schedule .............o.co.ooovvoeviirereesioen h r<o. .0
portion of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the blOWINE QOWNIITEATTL Y . e tees i e e ST s s AS@’ a o
IAQ Coordinator. 2¢. Vacuumed filter areas before installing new filters..............coo.coovovvevreeerinn.. o 0 W
i 2d. Confirmed proper fit of filters to prevent air from bypassing (flowing
around) the air filter............ M 2]} 1ie]
2e. Confirmed proper installation of filters (correct direction for airflow)......... }ZI ) len O



2. SYSTEM CLEANLINESS (continued)

ACTIVITY 5: DRAIN PANS

2f. Ensured that drain pans slant toward the drain {to prevent water from

accumulating) ... ’
2g. Cleaned drain pans .. A Y p——
2h. Checked drain pans for rnold and mlldew

¥
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ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean .........c.coooeevrvrvercreinesicanns
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ACTIVITY 7: AIR-HANDLING UNITS, UNIT VENTILATORS
2j. Ensured that the interior of air-handling unit(s) or unit ventilator

(air-mixing chamber and fan blades} is clean ........cccccoccvevvivevccrvvrieenn. @ 0 o
2k. Ensured that ducts are clean .........cccccccomvricicccccvsiecvceesissessennenn. - O M
ACTIVITY 8: MECHANICAL ROOMS
2l. Checked mechanical room for unsanitary conditions, leaks, and spills ......... a a $L
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash, :
chemical products, and supplies ... a o M

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) M aj e
3b. Ensured that minimum position prevides adequate outdoor air

FOr OCCUPANES ...ttt e sennns @ a a
ACTIVITY 9: CONTROLS INFORMATION
3c. Obtained and reviewed all design inside/outside temperature and humidity

requirements, controls specifications, as-built mechanical drawings,

and controls operations manuals (often uniquely designed) % a a

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position ..........ccooevviniene.
3e. Set time clocks appropriately ...

3f. Ensured that settings fit the actual schedule of bulldmg use (1ncludmg %
night/weekend use) ... ] O

0o
0o
=

ACTIVITY 11: CONTROL COMPONENTS
3g. Ensured appropriate system pressure by testing line pressure at both the ‘&

occupied (day) setting and the unoccupied (night) setting .......coccoeenirvennne a d
3h. Checked that the line dryer prevents moisture buildup ..., Qo a &f
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example when you

blow down the tank) ... s (| ey (=] b\
3j. Set the line pressure at each thermoslat and damper actuator at the proper Ek’

level (no leakage or ObSIrUCLIONS) .ovivvivceiiriiirt et e a a
ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection ...........coeonvnen, "x e
31. Ensured that the recirculating relief and/or exhaust dampers are visible

fOr INSPECHION ..o e m o 4d
3m. Ensured that air temperature in the indoer area(s) served by each

outdoor air damper is within the normal operating range............ooccrervenen. ,6 o a

NOTE: It is necessary to ensure that the damper is operating properly and within the normal

T



T 3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued}
] 3n. Checked that the outdoor air damper fully closes within a few minutes es No N/A
' of shutting off appropriate air handler ... S — o] © 18
' 30. Checked that the outdoor air damper opens (at least partlally W1th no delay)
¢ when the air handler is furned on ... b () SR (5}
‘ 3p. If in heating mode, checked that the outdoor air damper goes to its
f minimum position (without completely clesing) when the room
' thermostat is 86t 10 B5°F ..o o a B
e s 3q. If in cooling mode, checked that the cutdoor air damper goes to its minirmum

position (without completely closing) when the room thermostat is set

to 60°F and mixed air thermostat is set to 45%F ...........ccooiiviivnicinninniinn, W T S E)

3r. If the outdoor air damper does not move, confirmed the following items:

* The damper actuator links to the damper shaft, and any linkage set g
screws or bolts are tight ...o.oooovoe e .l%

»  Moving parls are free of impediments {(e.g., rust, corresion) ..........coeu ’%‘
* Electrical wire or pneumatic tubing connects to the damper actuater......

* The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COIECHIY) oo ‘q

2] = o) o]
o = 1oj [a}jo]

Proceed to Activities 13—16 if the damper seems to be operating properly.

ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls (for automatic reset only) to test continuity

AT 0SS [C T 1AL - o} a] ]
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually

red) trips the freeze stat {clicking sound indicates freeze siat was

(ST e TR T T et AT Hv a
3u. Assessed the feasibility of replacing all manual reset freeze-stats with

automatic reset freeZe-stats ... s (5] S 71 B

NOTE: HVAC systems with water coils need proteciion from the cold. The freeze-stat may
close the outdoor air damper and disconnect the supply air when tripped. The typical trip
range is 35°F to 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

3v. Ensured that the mixed air stat for heating mode is set no higher
Than|650T s R o ofle

3w. Ensured that the mixed air stat for cooling mode is set no lower .
than the room thermostat SELHBE ......coveveereeecreiicri e a a b.,

ACTIVITY 15: ECONOMIZERS

3x. Confirmed proper economizer settings based on design specifications or
local practices B

NOTE: The dry-bulb is typically set at 65°F or lower.

3y. Checked that sensor on the economizer is shielded from direct sunlight Ef Bogla
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications ‘ﬂ a 0O

NOTE: Economizers use varying amounts of cool outdoor air to assist with the cooling
load of the room or rooms. There are two types of economizers, dry-bulb and enthalpy.
Dry-bulb economizers vary the amount of outdoor air based on outdoor temperature,
and enthalpy economizers vary the amount of outdoor air based on outdoor temperature
and humidity level.



3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

ACTIVITY 16: FANS

3aa. Ensured that all fans (supply fans and associated return or relief fans)
that move outside air indoors continuously operate during occupied Yes No N/A
hours (even when room thermostat is satisfied) ...........coooniiieicie o} o]

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
ensure sufficient outdoor air supply.

4. AIR DISTRIBUTION

ACTIVITY 17: AIR DISTRIBUTION
4a. Ensured that supply and return air pathways in the existing ventilation systerg

e
‘
L]
L]
1
‘
i
L
L}
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‘
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1
q{
{

perform as TeGUITed ..... ..o s ¥ o o
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUNCLONINE .........ccoccvemiennvirever v ceeeveeere a)l (o] VQ

NOTE: If ventilation system is closed or blocked fo meet current fire codes, consult with a
professional engineer for remedies.

4c. Made sure every occupied space has supply of outdoor air (mechanical
system or operable WIndows) .........cccoiiiiii e a a

4d. Ensured that supply and return vents are open and unblocked ....................... Q 0 484 &

o

NOTE: If outlets have been blocked intentionally fo correct drafts or discomfort, investigate
and correct the cause of the discomfort and reopen the vents.

4e. Modified the HVAC system to supply outside air to areas without an outdoor

PN e e arrprre bt bt T O a0
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population CRANZES .........cocv i (] LR (] M’
4p. Moved all barriers (for example, room dividers, large free-standing

blackboards or displays, bookshelves) that could biock movement of

air in the room, especially those blocking air vents . = (1) Bl (5 W

4h. Ensured that unit ventilators are quiet enough to accommodate classroom
activities .. ﬁk_k/ Q0 Qa

4i. Ensured that classrooms are free of uncomfortable drafts produccd by air
from supply temminals ...........cocooeiicinin e SN0 ﬁk

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutants, the ventilation system is designed to
maintain positive pressurization in the building, Therefore, ensure that the system, including
any exhaust fans, is operating on the “occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building (using chemical smole) through
windows, doors, or other cracks and holes in exterior wall (for example,
flooT JOINLS, PIPE OPERINESE) .ovovrrererrerrreiecrecreerieceercersers s esenee e cmss bbb s O 1@

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) .....00 O )

If fans are running but air is not flowing toward the exhaust intake, check for the following:
* [Inoperable dampers
« Obstructed, leaky, or disconnected ductwork
+ Undersized or improperly installed fan
* Broken fan belt



N 5. EXHAUST SYSTEMS (continued)

E ACTIVITY 20: EXHAUST AIRFLOW

H NOTE: Prevent migration of indoor contaminants from areas such as bathrooms, kiichens,

i and labs by keeping them under negative pressure (as compared to surrounding spaces).

; 5b. Checked (using chemical smoke) that air is drawn 1nto the room from Yes No N/A
{ AQJACETIL SPACES Toraraeserre e e e LR e Tt a o W
1

{

Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see "How fo Measure Airflow”),

5c. Ensured that air is flowing toward the exhaust intake ..............__.. \p\ (5] (7]

ACTIVITY 21: EXHAUST DUCTWORK

5d. Checked that the exhaust ductwork downstream of the exhaust fan (which ig,
under positive pressure) is sealed and in good condition............... %‘ g 0

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to "How to Measure Airflow " for techniques.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation

L £ o L e e LTI ST S e e = o o
6b. Calculated the number of occupants served (22b) by the ventilation unit

UNUET COnsideratian Te=mm—. s § S et o oo s S T o a a Q’
6¢. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing quantity of outdoor air supply per person (22¢) ......... o a E

ACTIVITY 23: ACCEFTABLE LEVELS OF OUTDOOR AIR QUANTITIES
6d. Compared the existing outdoor air per person (22¢) to the recommended ;
Tovels ir. Tuble ] ooy NSRS ey, 1) Sl s o ! oo ¥
6e. Corrected problems with ventilation units that supplied inadequate
quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
the recommended levels in Table ... a aQa &/

NOTES
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1.

. Keep the

. Complete the ,

5t =
Instructions

Read the IAQ
Backgrounder and
the Background
Information for
this checklist.

Background
Information and
make a copy of
this checklist for
each ventilation
unit in your school,
aswell as a

copy for future
reference.

Checklist.
+ Check the “yes,”

“no,” or

"not applicable”
box beside each
item. (A "no”
response
requires further

attention.)

* Make comments
in the "Notes”
section as
necessary.

Return the checklist
pertion of this
document to the
IAQ Coordinator.

Ventilation Checklist

LL{.L-*!/U_J Lle e o LI
School: 5_L c!" !"" ’ CI }E'f{-f_} LI
Unit Ventilator/AHU No: DL Fa il

| Room or Area: / J_f:ﬂz .&&1&".’:1_!‘

Name

/// ,7/ > ¢

Date Completed:

Signatre: (AR T 2oL

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for

Yes No N/

example, a fire escape floor plan) ... oo m} ()
1b. Ensured that the ventilation system was on and operating in “occupied”

YO e rrvril, py ceerw s S Lo W, S B K a0
ACTIVITY 1: OBSTRUCTIONS
lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

O COVETS Tuyavet ey ot S0 S e e 3 £ 291 ‘ﬁ a a
Id. Installed corrective devices as necessary (e.g., if snowdrifts or leaves .

frequently block an intake) .............cocoo..ooimviiiiieeeeoeoeceeee oo 0 o ¥
ACTIVITY 2: POLLUTANT SQURCES
le. Checked ground-level intakes for pollutant sources (dumpsters, loading

docks, and bus-idlRE ATEASY ...v.c.ceieeesiceece oo eseoe e E ay s @]
If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

toilet, or laboratory exhaust fans; puddles; and mist from ,

air-conditioning COOlNg tOWELS) ........o.oooovivie oo ﬁ o]
lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) % a a
ACTIVITY 3: AIRFLOW
Ih. Obtained chemical smoke (or a small piece of tissue paper or light plastic).0 Q ¥
1i. Confirmed that outdoor air is entering the intake appropriately ..................... W o a
2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ...........oocooeoevoeioo, iy @y (5]
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

blowilir downstreain) e g £ e, KNSOO0 S i L R A iy L\é a o
2c. Vacuumed filter areas before installing new filters..........ocooveeevoeeeoel a a Gﬂ\
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

araund} the air filter 5k, b S e s e ey K o o
2e. Confirmed proper installation of filters (correct direction for airflow).......... fa-' HRlE



2. SYSTEM CLEANLINESS (continued)

ACTIVITY 5: DRAIN PANS

2f. Ensured that drain pans slant toward the drain (to prevent water from Ygs
a
(]

=
]
>

accumulating) ...
2g. Cleaned drain pans ..
2h. Checked drain pans for mold and mlldcw

CooZ
B&O

ACTIVITY 6: COILS '
2i. Ensured that heating and cooling coils are clean ...........cccocoviveveriecnicccnnnnne, & Q

)
1
1
1
L
1
{
L)
L}
1
«
(
1
{
{

]

ACTIVITY 7: AIR-HANDLING UNITS, UNIT VENTILATORS
2j. Ensured that the interior of air-handling unit(s} or unit ventilator
(air-mixing chamber and fan blades) is clean .........cccovviviviiiiciicscisene, a o
2k. Ensured that ducts are clean ..o a a0 &

ACTIVITY 8: MECHANICAL ROOMS
21. Checked mechanical room for unsanitary conditions, leaks, and spills ......... a 0

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and supplies .........ccocooeeieicienceiccececceieeeeee O

s =

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) ...... A Q

3b. Ensured that minimum position provides adequate outdoor air
FOT OCGUPANES 1..vicveerierienerireciesrissrarrraesaeinesaesaee s ressssessearnsseesesensersersessnsrsneseesn h Q&

il

ACTIVITY 9: CONTROLS INFORMATION

3c. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,
and controls operations manuals (often uniquely designed) .........c.ccooveeenee. %

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ......ccccoeveevevceneeen. @ 0 Dﬁ
3e. Set time clocks appropriately ....................... s s
3f. Ensured that settings fit the actual schedule of bulldmg use (mcludmg .

TIEht/WEEKENA USEY ..o sver e e s e e e a o M

ACTIVITY 11: CONTROL COMPONENTS
3g. Ensured appropriate system pressure by testing line pressure at both the

occupied (day) setting and the unoccupied (night) setting ... a o
3h. Checked that the line dryer prevents moisture buildup ... O o
3i. Replaced contro! system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

blow down the Bnk) ... a a a«
3j. Set the line pressure at each thermostat and damper actuator at the proper

level (no leakage or obstructions) .....ococoovvceereii i, @
ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection.......................; a o
31. Ensured that the recirculating relief and/or exhaust darnpers are visible

PO ANSPRCIION 1evvevvieree ettt em e oo ses st b bt e ﬁ a a
3m. Ensured that air temperature in the indoor area(s) served by each

outdoor air damper is within the normal operating range..........cocooccvveienene \é‘ O 0O

NOTE: It is necessary fo ensure that the damper is operating properly and within the normal

range fo contime,



3p. Ifin heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room \
DT O S AL 1SS e L0 B S g T Ry {=) 9 51 ﬁv

3q. Ifin cooling mode, checked that the outdoor air damper goes to its minimum
position {without completely closing)} when the room thermostat is set

; 3. CONTROLS FOR OUTDOOR AIR SUPPLY {continued)

) 3n. Checked that the outdoor air damper fully closes within a few minutes es No N/A
! of shutting off appropriate air handler...............ocooivviiiiiince (=] S 15
! 3o0. Checked that the outdoor air damper opens (at least partially with no delay)

¢ when the atr handler is turned on ... M {i) B )

{

{

L]

1

{

to 60°F and mixed air thermostat is set to 45°F ..........ooooovcovcoooor W @ Q)
3r. If the outdoor air damper does not move, confirmed the following items:
» The damper actuator links to the damper shaft, and any linkage set
screws or bolts are tight ... ... ?gf O 0O
+ Moving parts are free of impediments (e.g., rust, corrosion) ................... a o
* Elecirical wire or pneumatic tubing connects to the damper actuator....... (=] [ (=)
* The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COrreCtly) .....cooiiviiveiiic e sa e a a
Proceed to Activities 13—16 if the damper seems to be operating properly.
ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls (for automatic reset only) to test continuity
BCTOS S| L YL L2 5 e T — (=] ft (=) B0 (5)
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates freeze stat was
Cioad) T Sames e S TS S T s T S ¥y o a
Ju. Assessed the feasibility of replacing all manual reset freeze-stats with
automatic reset freeze-Stats ..o ay. {g) - o]

NOTE: HVAC systems with water coils need protection from the cold. The freeze-stat may
close the outdoor air damper and disconnect the supply air when tripped. The typical trip
range is 35°F to 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

3v. Ensured that the mixed air stat for heating mode is set no higher

o 630 F Vet e sty S I T A S T o o %
3w, Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SN ..o A ReMNac

ACTIVITY 15: ECONOMIZERS

3x. Confirmed proper economizer settings based on design specifications or
LOCAL PIACICES ... oo sesestss s bt it er st et srbe bbb bt e e r s bbb s R o 0

NOTE: The dry-bulb is typically set at 65°F or lower.

3y. Checked that sensor on the economizer is shielded from direct sunlight ..1TJ Q O
3z. Ensured that dampers eperate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications........... a a

NOTE: Economizers use varying amounts of cool outdoor air to assist with the cooling
load of the room or rooms. There are two types of economizers, dry-bulb and enthalpy.
Dry-bulb economizers vary the amount of outdoor air based on outdoor temperature,
and enthalpy economizers vary the aniount of owtdoor air based on outdoor temperature
and humidity level.



3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued}

ACTIVITY 16: FANS

3aa. Ensured that all fans (supply fans and associated return or relief fans)
that move outside air indoors continuously operate during occupied es No N/A
hours (even when room thermostat is satisfied) .......c.coeovrreirriireene el

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
ensure sufficient outdoor air supply.

4. AIR DISTRIBUTION

ACTIVITY 17: AIR DISTRIBUTION
4a. Ensured that supply and return air pathways in the existing ventilation syst

DL 0TI A T LT € e ey a 0O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are funchioning ........c..ccocevviiiiicninciiecnne. asE b

NOTE: If ventilation system is closed or blocked to meet current fire codes, consult with a
professional engineer for remedies.

4c. Made sure every occupied space has supply of outdoor air (mcchamcai
system or operable Windows) .........ccccrnirerinnns - A0 &

4d. Ensured that supply and return vents are open and unblocked rg a a

NOTE: If outlets have been blocked intentionally to correct drafis or discomfort, investigate
and correct the cause of the discomfort and reopen the vents.

de. Modified the HVAC system to supply outside air to areas without an outdoor

AIL SUPPLY oo a o
4f. Modified existing HVAC systems to incorporate any room or zone layout
and population changes ................ Pt RSO i B W

4g. Moved all barriers (for example rcom d1v1ders large ﬁ'ee-standmg
blackboards or displays, bookshelves) that could block movement of

air in the room, especially those blocking air vents .. =O{NE
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

TN LT e toptrpet o et it sy e e h G
4i. Ensured that classrooms are free of uncomfortable drafts produced by air

from supply terminals .......cocoeiiiiie e e a o

H o0 d g

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutants, the ventilation system is designed to
maintain positive pressurization in the building. Therefore, ensure that the system, including
any exhaust fans, is operating on the “occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building (using chemical smolke) through
windows, doors, or other cracks and holes in exterior wall (for example,
floor JOINLS, PIPE OPENINES)Y ...ovvrriererrrremrrerrarrariraresses e sesneeneeseemcesesmsecincecnecree (D &

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) ....0 8 m‘\

If fans are running but air is not flowing toward the exhaust intake, check for the following:
s Ingperable dampers
» Obstructed, leaky, or disconnected ductwork
* Undersized or improperly installed fan
*  Broken fan belt

L]
.
L]
1
<
1
1
L]
4
1
[
{
L)
L]
{

W N g w v ™ w



o
L]
L
L)
4
¢
1
1
L]
1
‘
{
1
L]
{

NOTES

5. EXHAUST SYSTEMS (continued)
ACTIVITY 20: EXHAUST AIRFLOW

NOTE: Prevent migration of indoor contaminants from areas such as bathrooms, kitchins,
and labs by keeping them under negative pressure (as compared to surrounding spaces}.

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No
adjacent spaces.............. O TEF I T Ty Tt Ol L HEph i T ey ooy b ) o a

Stand outside the room with the door slightly open while checking awrflow high and low in
the door opening (see "How to Measure Airflow").

5c. Ensured that air is flowing toward the exhaust intake ... ? O i Lo]

ACTIVITY 21: EXHAUST DUCTWORK
5d. Checked that the exhaust ductwork downstream of the exhaust fan (which iz
under positive pressure} is sealed and in good condition......................... @ a a

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: GUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to “"How to Measure Airflow”' for technigues.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation

L1 £ L e a a lt(

6b. Calculated the number of occupants served (22b) by the ventilation unit A
U T T D S E TR 8] bryrrroreesrrrerr e FPTPerPrIrr e S L F o T TR E} ] a

6c. Divided outdoor air supply (22a) by the number of occupants (22b) to
determine the exisling quantity of outdoor air supply per person (22¢) ......... a

X

ACTIVITY 23: ACCEPTABLE LEVELS OF OUTDOOR AIR QUANTITIES
6d. Compared the existing outdoor air per person (22c) to the recommended

A IR L ook e o rtrrrrr i R b Arrrs e Tk a a h.,
6e. Corrected problems with ventilation units that supplied inadeguate

quantities of outdoor air to ensure that cutdoor air quantities (22¢) meet
the recommended levels in Table 1 ..., a Qa &]\
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Instructions

Read the IAQ
Backgrounder and
the Background
Information for
this checklist.

Keep the
Background
Information and
make a copy of
this checklist for
each ventilation
unit in your school,
aswell as a

copy for future
reference.

Complete the
Checklist.

* Check the "yes,”
“no,” or
"not applicable”
tox beside each
item. (A “no”
response
requires further
attention.)

+ Make comments
in the “"Notes”
section as
necessary.

Return the checklist
portion of this
document to the
IAQ Coordinator.

Ventilation Checklist

Eame:

GL‘C“’[") T (j( J o

School: COLVDJ‘AF‘:!. /LI[:" 4

NN

Unit Ventilatot/AHU No: _0a1 - &

od -~ J‘;f\ .
Room or Area: f-;R’}_ﬁm /"FIR Date Completed: _/! /’ 2 /2’ £

Signature; ('é/d":f— (A

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for Yes No
example, a fire escape floor PIan) .....ccoco.ooooviiiiivrvoeeeeeeeee, a a
1b. Ensured that the ventilation system was on and operating in “occupied”
LI O R e ma S a

ACTIVITY 1: OBSTRUCTIONS
Ic. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

O GO BT e UM - e S s L s \Qﬁ_,

]
ld. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
frequently block an intake) ..o (=] G

ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for pollutant sources (dumpsters, loading
docks, and bus-IdliNg Areas) ..o :Eg a
If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddles; and mist from p
air-conditioning COOlNE LOWETS) ...v...vre.iv.oveiieecie s, 3
Ig. Resolved any problems with pollutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust pipe) i %

ACTIVITY 3; AIRFLOW
1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic).,Q
li. Confirmed that outdoor air is entering the intake appropriately ..................... b

(M

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule .....................cocoverveoeeerrcercenn M\ O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

blowing dOWNSIIEAM) ..c...ceiie et ]
2¢. Vacuumed filter areas before installing new filters...........ococoovveevvveieennn (& =[5
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the air FIEr ..o e a
2e. Confirmed proper installation of filters (correct direction for airflow).......... K_/ |

W



2. SYSTEM CLEANLINESS (continued)

ACTIVITY 5: DRAIN PANS
2f. Ensured that drain pans slant toward the drain (to prevent water from

I VTS b sverermrerrrirerretserverserrritrrrerrrrrprerertoe B e o P oo

2g. Cleaned drain pans ................

2h. Checked drain pans for mold and mildew ......c..cooeevvveiveieeerinis s s rrerereneees

ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean ......covveeecciiniininn

ACTIVITY 7: AIR-HANDLING UNITS, UNIT VENTILATORS
2j). Ensured that the interior of air-handling unit(s) or unit ventilator

{air-mixing chamber and fan blades) is clean ..........coooeveiiiviiiciiiciinnne
2k. Ensured that ducts are Clean ...

ACTIVITY 8: MECHANICAL ROOMS

2l. Checked mechanical room for unsanitary conditions, leaks, and spills ....

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and SUPplies ............ccccerneienreicrein e

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) ..... \ﬁ

3b. Ensured that minimum position provides adequate outdoor air

FOT OCOUPANES .-...ooee e bbb e s

ACTIVITY 9: CONTROLS INFORMATION

3¢. Obtained and reviewed all design inside/outside temperature and humidity

requirements, controls specifications, as-built mechanical drawings,

and controls operations manuals (often uniquely designed) .............ceu...

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ...,
3e. Set time clocks appropriately .........cocooovieiecerisreiis e e

3f. Ensured that settings fit the actual schedule of building use {including

Night/weekend USE) ..ot et

ACTIVITY 11: CONTROL COMPONENTS

3g. Ensured appropriate system pressure by testing line pressure at both the
occupied (day) setting and the unoccupied (night) sefting ..........ccevevvevrinnnne.
3h. Checked that the line dryer prevents moisture buildup .........coooeiviiinnnnaes

3i. Replaced control system filters at the compressor inlet based on the
compressor manufacturer’s recommendation (for example, when you

blow down the 1anK) ........ccooee e et e en
3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or ObSIrUCLIONS) ...

ACTIVITY 12: OUTDOOR AIR DAMPERS
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3k. Ensured that the outdoor air damper is visible for inspection ... i ,@ o a

31. Ensured that the recirculating relief and/or exhaust dampers are visible

FOr INSPECTION 1.ttt bbb e

3m. Ensured that air temperature in the indoor area(s) served by each

outdoor air damper is within the normal operating range ..o \m/ o a

NOTE: It is necessary to ensure that the damper is operating properly and within the normal

range to continue.
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3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

3n. Checked that the outdoor air damper fully closes within a few minutes ~ Yps No N/A

of shutting off appropriate air handler.........cc.o.ooooiiveiiinnciecn e a
3o0. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is turned on ... a

3p. Ifin heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room
B3t SRR I s ety vt rrrrecra rerrer TR ] =
3q. Ifin cooling mode, checlced that the outdoor air damper goes to its minimum
position (without completely closing) when the room thermostat is set

to 60°F and mixed air thermostat is set to 45°F ..o h a
3r. If the outdoor air damper does not move, confirmed the following items:
» The damper actuator links to the damper shaft, and any linkage set
screws Or bolts are ENE ..o rea e Q
*  Moving parts are free of impediments (e.g., rust, corrosion) .........c...cc.... £ 0
+ Electrical wire or pneumatic tubing connects to the damper actuator ....... % O
+ The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COITEtlY) ..o 9, a
Proceed to Activities 13-16 if the damper seems to be operating properly,
ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls (for automatic reset only) to test continuity
ACTOSS LETTIIIAYS ... oot e a e e en bt ess bbb et s (@) (8]
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates freeze stat was ;
T T —— @ o
3u. Assessed the feasibility of replacing all manual reset freeze-stats with
automatic reset freeze-Stats ..o @) o]

NOTE: HVAC systems with water coils need protection from the cold. The freeze-stat may
close the outdoor air damper and disconnect the supply air when tripped. The typical trip
range is 35°F to 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

3v. Ensured that the mixed air stat for heating mode is set no higher

14 TETEW T D eere ¥ e oo o T T EE T S TP e s rerpriStererrerpmepsryor s a a
3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostal SEING ....cocvecviiieeeieieiie i e a O

ACTIVITY 15: ECONOMIZERS

3x. Confirmed proper economizer settings based on design specifications or
106l PTACHCES w...voovcieiiccic b \b\ ]

NOTE: The dry-bulb is typically set at 65°F or lower.

3y. Checked that sensor on the economizer is shielded from direct sunlight .. QO
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............\QJ a

NOTE: Economizers use varying amounis of cool outdoor air to assist with the cooling
load of the room or rooms. There are two types of economizers, dry-bulb and enthalpy.
Dry-bulb economizers vary the amount of outdoor air based on outdoor temperature,
and enthalpy economizers vary the amount of outdoor air based on outdoor temperature
and humidity level.

]
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3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

ACTIVITY 16: FANS

3aa. Ensured that all fans (supply fans and associated return or relief fans)
that move outside air indoors continuously operate during occupied No N/A
hours {even when room thermostat is satisfied)...........cococoiniin,

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
ensure sufficient outdoor air supply.

4, AIR DISTRIBUTION

ACTIVITY 17: AIR DISTRIBUTION
4a. Ensured that supply and return air pathways in the existing ventilation systex

Perform as rEQUITEA ......c..coviiit e e ML iE
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between reoms and corridors are functioning ..........c.covivececcncirnen a]IN 1] &\

NOTE: If ventilation system is closed or blocked to meet current fire codes, consult with a
professional engineer for remedies.

4c. Made sure every occupied space has supply of outdoor air (mechanical
system or operable WIntdOWS) ... a a M
4d. Ensured that supply and return vents are open and unblocked ............cvveeee ﬁ’_ a a

NOTE: If outlets have been blocked intentionally to correct drafis or discomfort, investigate
and correct the cause of the discomfort and reopen the vents.

4e. Modified the HVAC system to supply outside air to areas without an outdoor
ENPEI N hereeroersermsiyon ol enfeo ooy o O O RO TR Tt Qg a
4f. Modified existing HVAC systems to incorporate any room or zone layout g
ATI D O P AL 0T) G A ) G e e S LT o2 a 0o
4p. Moved all barriers (for example, room dividers, large free-standing
blackboards or displays, bookshelves) that could block movement of H
air in the room, especially those blocking air vents ... EsE
4h. Ensured that unit ventilators are quiet enough to accommodate classroom
Lot 4 T 1111 S U OO OO SRS 'l‘E{ a o

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
from supply terminals ...t s a o M

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutants, the ventilation system is designed to
maintain positive pressurization in the building. Therefore, ensure that the system, including
any exhaust fans, is operating on the "occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building (using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,
floor joints, PIPE OPEMIMES) ...vorvrerirrarie ettt er s e et aee g O R

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
Sa. Checked (using chemical smoke) that air flows into exhaust fan grille(s) .....0 O &\

If fans are running but air is not flowing toward the exhaust intake, check for the following:
« Inoperable dampers
s QObstructed, leaky, or disconnected ductwork
» Undersized or improperly installed fan
» Broken fan belt

Ty N
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NOTES

5. EXHAUST SYSTEMS (continued)
ACTIVITY 20: EXHAUST AIRFLOW

NOTE: Prevent migration of indoor contaminants from areas such as bathrooms, kitchens,
and labs by keeping them under negative pressure (as compared to surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No A
EG T RS (L rerhArrerse s o e et e s e pprrrerreitiarrserssiort erortrprrote et O} (O]

Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see "How to Measure Airflow”)

5c. Ensured that air is flowing toward the exhaust intake ... M (] (2]

ACTIVITY 21: EXHAUST DUCTWORK
5d. Checked that the exhaust ductwork downstream of the exhaust fan {which is
under positive pressure) is sealed and in good condition..........c...coeocinnnn. a
6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR ATR MEASUREMENTS AND CALCULATIONS

NOTE: Refer fo “"How to Measure Airflow” for techniques.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation
L I, (2] SR lE) Eﬁ
6b. Calculated the number of occupants served (22b) by the ventilation unit
UNAEr CONSIAEIALON ...ttt et a a d’
6¢. Divided outdoor air supply (22a) by the number of occupants (22b) to -
determine the existing quantity of outdoor air supply per person (22¢) ........00 O ﬁ

ACTIVITY 23: ACCEPTABLE LEVELS OF OUTDOOR AIR QUANTITIES
6d. Compared the existing outdoor air per person {22¢) to the recommended

JeV s i A€ L I e e A L e E&i 0
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22c) meet

the recommended levels in Table 1 ..., a o

(CR T
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Instructions

1. Read the /140
Backgrounder and
the Background
Information for
this checklist.

2. Keep the
Background
Information and
make a copy of
this checklist for
each ventilation
unit in your school,
as well as a
copy for future
reference.

3. Complete the
Checklist,

+ Check the “yes,”
"no,” or
“not applicable”
box beside each
item. (A “no”
response
requires further
attention.)

» Make comments
in the "Notes”
section as
necessary.

4. Return the checklist
portion of this
document to the
IAQ Coordinator.

Ventilation Checklist

{Name: (" \'\\L.-LB i e = ad

School:  Shvadly .-/ fgh ) A -
Unit Ventilator/AHU No: Loa - 7

. _— XLy
Room or Area- Lo L6y 4 /A? H%ate Caompleted:
L ¥ g J——
Signature: (_:__i_li AL

-
e

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small fioor plan (for Yes No l\%

examplea'fire escapc floor,pian) ... s L SETRNNAIE Sl o a
Ib. Ensured that the ventilation system was on and operating in “occupied”

1O e [T LU K A L S e s iai=y a o
ACTIVITY 1: OBSTRUCTIONS
lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

R O PR & O 0
1d. Installed corrective dcwces as necessary (e.g., if snowdrifts or leaves

frequently block an intake) ............coo.ooooeooeeroooeoooeo (=] SR (=)
ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for pollutant sources {dumpsters, loading

docks, and bus-idling areas) ..............coovvevirooeecreeoee oo Oy (o]
1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

toilet, or laboratory exhaust fans; puddles; and mist from

aIr-coNditioning COOLING tOWEIS) .......vviio oo, ‘E] @] 1]
lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) PRt Q] |} dm]
ACTIVITY 3: AIRFLOW
Ih. Obtained chemical smoke (or a small piece of tissue paper or light plastic),.C 0O %
li. Confirmed that outdoor air is entening the intake appropriately .................... W a o
2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS ’
2a. Replaced filters per maintenance schedule ..o oo E Q o
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

blowing downstream) ............ T T T T T T R TP T T T T T P e o o i) | i)
2¢c. Vacuumed filter areas before installing new FIlters...........ooooooovconveooooeoo O o gy
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

ATOUL H the BT F Tl C s . ot vy e oo e e SN o W a Q0
Ze. Confirmed proper installation of filters (correct direction for airflow).......... @B O Q




2. SYSTEM CLEANLINESS {(continued}

ACTIVITY 5: DRAIN PANS

2f. Ensured that drain pans slant toward the drain (to prevent water from
accumulating) ...

2g. Cleaned drain pans ..
2h. Checked drain pans for mold and mlldew

ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean ...

ACTIVITY 7: AIR-HANDLING UNITS, UNIT VENTILATORS
2j. Ensured that the interior of air-handling unit(s) or unit ventitator

(air-mixing chamber and fan blades} is clean ...
2k. Ensured that ducts are clean ........oocoineoinrommmorei e

ACTIVITY 8: MECHANICAL ROOMS
21. Checked mechanical room for unsanitary conditions, leaks, and spills

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and supplies ...........ccoiiiiiiii e

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) v

3b. Ensured that minimum position provides adequate outdoor air

FOF OCCUPANLS ...ttt e es e s b

ACTIVITY 9: CONTROLS INFORMATION

requirements, controls specifications, as-built mechanical drawings,

and controls operations manuals (often uniquely designed) .........ccocvniinneen,

ACTIVITY 10;: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position .......coceeeeieennen
3e. Set time clocks appropriately ........coovereineiini i

3f Ensured that settings fit the actual schedule of building use (including

night/weekend USE) ...

ACTIVITY 11: CONTROL COMPONENTS

3g. Ensured appropriate system pressure by testing line pressure at both the
occupied (day) setting and the unoccupied (night) setting ...
3h. Checked that the line dryer prevents moisture buildup ...

3i. Replaced control system filters at the compressor inlet based on the
compressor manufacturer’s recommendation (for example when you
blow down the tank}...

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or ObSrUCHONS) ..eveviei e

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection...

31. Bnsured that the remrculatmg relief and/or exhaust dampers are w31ble

for inspection ... .
3m. Ensured that air temperature in thc mdoor area(s) served by each
outdoor air damper is within the normal operating range ...

S

3c. Obtained and reviewed all design inside/outside temperature and humidity
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NOTE: It is necessary to ensure that the damper is operating properly and within the normal

range lo continue.
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3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

3n. Checked that the outdoor air damper fully closes within a few minutes es No N/A
of shutting off appropriate air handler.............es ] ]
3o. Checked that the outdoor air damper opens (at least partially with no delay) _
when the air handler is turned on ... s %] (] N x)

3p. Ifin heating mode, checked that the cutdoor air damper goes to its
minimum position (without completely closing) when the room
thermoatat.is set fol8 5 I e e o, 1 o]
3g. Ifin cooling mode, checked that the cutdoor air damper goes to its minimum
position (without completely closing) when the room thermostat is set

to 60°F and mixed air thermostat is set to 45°F .. a
3r. Ifthe outdoor air damper does not move, cnnflrmcd thc fo]lowmg items:
s The damper actuator links to the damper shaft, and any linkage set
screws or bolts are tight ... & S Q
«  Moving parts are free of 1mped1ments (e g., rust corrosnon) ................... /Qj ]
+ Electrical wire or pneumatic tubing connects to the damper actuator....... ]
+ The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated correctly) ..o @ W]
Proceed to Activities 13—16 if the damper seems to be operating properly.
ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls (for automatic reset only) to test continuity
AT SR B oo mmm e roomoomd et e ey (= I [
OR
3t. Confirmed {(if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates freeze stat was :
(R Yo oot e T P T T T T T T T T a
3u. Assessed the feasibility of replacing all manual reset freeze-stats with
automatic reset freeze-Stats.......oovcrrnnciiicis e (] SRl (5)

NOTE: HVAC systems with water coils need protection from the cold. The freeze-stat may
close the outdoor air damper and disconnect the supply air when tripped. The typical trip
range is 35°F to 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

3v. Ensured that the mixed air stat for heating mode is set no higher

(D TP i rerrr rorrereror o o e e e e P O PO TS CTITETIE o a
3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SELNE .......cccoovvvrmeeviiiie i B0

ACTIVITY 15: ECONOMIZERS

3x. Confirmed proper economizer settings based on design specifications or
Jocal practices . e o T o e a

NOTE: The dry-bulb is typically set at 65°F or lower;

-
3y. Checked that sensor on the economizer is shielded from direct sunlight AN )
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications.......... [.a NI

NOTE: Economizers use varying amounts of cool outdoor air to assist with the cooling
load of the room or rooms. There are two types of economizers, dry-bulb and enthalpy.
Dry-bulb economizers vary the amount of outdoor air based on outdoor lemperaiure,
and enthalpy economizers vary the amount of outdoor air based on outdoor temperature
and humidity level.

O
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3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

ACTIVITY 16: FANS

3aa. Ensured that all fans (supply fans and associated return or relief fans)
that move outside air indoors continuously operate during oceupied es No N/A
hours (even when room thermostat is satisfied)..........cccooriieiineiinicee e, % Of D]

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
ensure sufficient outdoor air supply.

4, AIR DISTRIBUTION

ACTIVITY 17: AIR DISTRIBUTION
4a. Ensured that supply and return air pathways in the existing ventilation syste

perform as required..... % a a
4b, Ensured that passive grav1ty relief venulatlon systems and transfcr gr:lles

between rooms and corridors are functioning .........coceeevvveicvenncininnenenns [ R ﬁ,.

rer Y YT YTy,

S

T oy =™ W

NOTE: If ventilation system is closed or blocked to meeft current fire codes, consult with a
professional engineer for remedies.

4c. Made sure every occupied space has supply of outdoor air (mechanical
system or operable Windows) ..o, i ] R 8 gﬁ
4d. Ensured that supply and return vents are open and unblocked y/ 5@

NOTE: If outlets have been blocked intentionally to correct drafls or discomfort, investigate
and correct the cause of the discomfort and reopen the vents.

4e. Modified the HVAC system to supply outside air to areas without an outdoor

air supply .... T T o AL
4f. Modified exlstmg HVAC systems to mcorporate any room or zone layout
and population CHANEES ...ccvvceerireieie e s e s oo ese e resee s aecenes a Q

4g. Moved all barriers {for example, room dividers, large free-standing
blackboards or displays, bookshelves) that could block movement of

R°DE?%—-‘E’

air in the room, especially those blocking air vents ..o, Q
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

ACHIVILIES 1..vevivee et er e rer e e e e n et e H a
4i. Ensured that classrooms are free of uncomfortable drafts produced by air

from supply terminals .......ccocoviviire s a a

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NGTE: To prevent infiltration of outdoor pollutants, the ventilation system is designed to
maintain positive pressurization in the building. Therefore, ensure that the system, including
any exhaust fans, is operating on the “occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building (using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example, .
floor joints, PIPE OPENINES) ...eoveurmrreercerrereee et et e ea s ne e e o o h

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked {using chemical smoke} that air flows into exhaust fan grille(s) ....0Q O M

If fans are running but air is not flowing toward the exhaust intake, check for the following:
« Inoperable dampers
s Obstructed, leaky, or disconnected ductwork
* Undersized or improperly installed fan
* Broken fan belt



5. EXHAUST SYSTEMS (continued)
ACTIVITY 20: EXHAUST AIRFLOW

NOTE: Prevent migration of indoor contaminants from areas such as bathrooms, kitchens,
and labs by keeping them under negative pressure (as compared to surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N&-\
ET e e T oo rerernit e e T DT T e e P e rereTriesvovsreerepas a a

reprir Y araar-yr iy
B
" T W o o R W b W W w
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WV N = % w W

Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see "How to Measure Airflow").

5c. Ensured that air is flowing toward the exhaust intake % 3}, - le]

ACTIVITY 21: EXHAUST DUCTWORK
5d. Checked that the exhaust ductwork downstream of the exhaust fan (which is y
B} e

under positive pressure) is sealed and in good condition..........cocovvi i
6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to “"How to Measure Airflow” for techniques.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation

L s S S L (S e a a M,

6b. Calculated the number of occupants served (22b) by the ventilation unit

L) QBT COTLE | (T L ] e L e B Y e eere iy o a a’
6¢. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing quantity of outdoor atr supply per person (22¢) .....00 U

ACTIVITY 23: ACCEPTABLE LEVELS OF OUTDOOR ATR QUANTITIES

6d. Compared the existing outdoor air per person (22¢) to the recommended
levels InTable 1. ... e Gl d

6e. Corrected problems with ventilation units that supplied inadequate
quantities of outdoor air to ensure that outdoor air quantities (22c) meet :
the recommended levels I TABIE 1 ... e esrrnianes = i =0 H/

NOTES
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Instructions

Read the IAQ
Backgrounder and
the Background
information for
this checklist.

. Keep the

Background
Information and
make a copy of
this checklist for
each ventilation
unit in your school,
as well as a

copy for future
reference.

. Complete the

Checklist.

* Check the "yes,”
“no,” or
“not applicable”
box beside each
item. (A “no”
response
requires further
attention.)

* Make comments
in the “Notes”
section as
necessary.

Return the checkiist
portion of this
document to the
{AQ Coordinator.

Ventilation Checklist

’—I;mc c

(‘/LCV‘A! M)l J?(A‘Q

School:

SJ"VG‘ J#C;_'l LI ::/ /?/:-’/;; A
b{)t‘r J s ‘7/

Unit Ventilator/AHU No:

.’k‘
Room or Area: 3 £

Signature: b[/‘dlu 7zl

Date Completed: 2! / /3 / Tl

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for

example, a fire escape floor plan) ...

Ib. Ensured that the ventilation system was on and operating in “occupied”

T e e e

ACTIVITY 1: OBSTRUCTIONS

lc. Ensured that outdoor air intakes are clear of obstructions, debiis, clogs,
OF COVEIS ..............

ld. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
frequently block an intake) ... e e

ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for pollutant sources (dumpsters, loading

docks, and bus-idling areas) ..o,

If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddies; and mist from

air-conditioning COONNE OWEIS) ...........ovueiveeier oo oreeeoererss

lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) ... ...

ACTIVITY 3: AIRFLOW

1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic).. Q)
li. Confirmed that outdoor air is entering the intake appropriately .................

2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS

2a. Replaced filters per maintenance schedwle ..........oo.cocooooovovenien i,

2b. Shut off ventilation system fans while replacing filters (prevents dirt from
blowing dOWNSITEAM) .o.ocoor oottt
2¢c. Vacuumed filter areas before installing new filters ............cocoooovvvvervivnn,

2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the air filter.............oocovveeevveen, P i A ——]
2e. Confirmed proper installation of filters (correct direction for airflow)......

Co

¥

Yes No N/A
sea(a] B (=)

- i
% o o
.o a Wy
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2. SYSTEM CLEANLINESS (continued) 1

ACTIVITY 5: DRAIN PANS .

2f. Ensured that drain pans slant toward the drain (to prevent water from Yes No N/A ¥

accumulating )T e e T I e Tk @ L4 !

2 oM CleanediArain]DarLs e . o et} o = R R I S By W Q O w ;

2h. Checked drain pans for mold and mildew ................coomrrrvrrerrmnrvnerne @ O B ‘

{

ACTIVITY 6: COILS y
2i. Ensured that heating and cooling coils are clean \$- Qanrs A

ACTIVITY 7: AIR-HANDLING UNITS, UNIT VENTILATORS
2j. Ensured that the interior of air-handling unit(s) or unit ventilator
(air-mixing chamber and fan blades) is clean .........c.cccoveiiiviiiiircinn a a

2k. Ensured that ducts are CIEan ..........cccovevvvviie e o O

ACTIVITY 8: MECHANICAL ROOMS

AN "

2]. Checked mechanical room for unsanitary conditions, leaks, and spills ......... a 4a
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and SUPPLIES ... s o 0o %

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) WJ
3b. Ensured that minimum position provides adequate outdoor air
£OT OCGUPADES ......e.eovoererereomevsossesseesemeenssomsssseseersesssessresmsenseesssessessse s & 00

g
;)

(]

ACTIVITY 9: CONTROLS INFORMATION

3c. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,
and controls operations manuals (often uniquely designed) bi a

o

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position .........cccccccvceeee. @ 0 &
3e. Set time clocks appropriately ... O = I w
3f. Ensured that setiings fit the actual schedule of bulldmg use (mcludmg

NIghH/WEEKENd LSE) ..ccovviiirce e s Qo ad MJ

ACTIVITY 11: CONTROL COMPONENTS
3g. Ensured appropriate system pressure by testing line pressure at both the

occupied (day) setting and the unoccupied (night) setting ...................... o a
3h. Checked that the line dryer prevents meisture buildup ... o aog
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

blow down the LANK) ... e e e e e eee e a a w
3j. Set the line pressure at each thermostat and damper actuator at the proper

level {no leakage or obstructions) .......ccoocoveeceicnnnncccenicceeisc . 0 @ ﬁ\
ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection............... ...§ O 0
31. Ensured that the recirculating relief and/or exhaust dampers are v131ble .

FOT INSPECHON ..ottt s e ,A{I o a
3m. Ensured that air temperature in the indoor area(s)} served by each

outdoor air damper is within the normal operating range.............ccccovnne a a

NOTE: It is necessary to ensure that the damper is operating properly and within the normal
range to continue.

20ofb



3p. If in heating mode, checked that the outdoor air damper goes to its

minimum position (without completely closmg) when the room

thermostat is set to 85°F .. S— o) (o S
3q. If in cooling mode, checked that the outdoor air damper goes to its minimum

position (without completely closing) when the room thermostat is set

i ' 3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued}

] ' 3n. Checked that the outdoor air damper fully closes within a few minutes ~ Yes No N/A
' ) of shutting off appropriate air handler ... (] 1 (51

! : 30. Checked that the outdoor air damper opens (at least partlally with no delay)

¢ ) when the air handler 1s turned on . w = BN
‘ )

! )

1

¢ )

i 0

[T~

W W oy v ow W

to 60°F and mixed air thermostat is set t0 45°F ..o, a aQa
3r. If the outdoor air damper does not move, confirmed the following items:
* The damper actuator links to the damper shaft, and any linkage set
screws or bolts are tight ... S—— N — al',, (o]
»  Moving parls are free of 1mped|mcnts (e Ty rust corroswn) ................... 0 I R
+ Electrical wire or pneumatic tubing connects to the damper actuator...... ‘Eﬁ G
» The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated correctly) .............. Y A e g a
Proceed to Activities 13—16 if the damper seems to be operating properly.
ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls (for automatic reset only) to test continuity
HCT 0SS e LTI T S e e G B E S UE
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usuaily
red) tops the freeze stat (clicking sound indicates freeze stat was
Sipod) MEER SN 12107 et L1/ RN ALY ORI Wil R M o o
3u. Assessed the feasibility of replacing all manal reset freeze-stats with
automatic reset freeze-stats........coooiiii e (] 58 1) e 5]

NOTE: HVAC systems with water coils need protection from the cold. The freeze-stat may
close the outdoor air daniper and disconnect the supply air when tripped. The typical trip
range is 35°F to 42°K

ACTIVITY 14: MIXED ATR THERMOSTATS

3v. Ensured that the mixed air stat for heating mode is set no higher

Ttz F METTECRT S e ST Sty LIS S5 o o W
3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat Setting .....c.cccoooovvcciiiii a a \ﬂ'

ACTIVITY 15: ECONOMIZERS

3x. Confirmed proper economizer settings based on design specifications or
10Ca) PIACHICES ..o e

NOTE: The dry-bulb is typically set at 63°F or lower:

3y. Checked that sensor on the economizer is shielded from direct sunlight ...... ‘@ a a
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............ 2 0O O

NOTE: Economizers use varying amounts of cool outdoor air to assist with the cooling
load of the room or reoms. There are two types of economizers, dry-buth and enthalpy.
Dry-bulb economizers vary the amount of outdoor air based on outdoor temperatutre,
and enthalpy economizers vary the amount of outdoor air based on outdoor temperature
and humidity level.



3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

ACTIVITY 16: FANS

3aa. Ensured that all fans (supply fans and associated return or relief fans)
that move outside air indoors continuously operate during occupied Yes No N/A
hours (even when room thermostat is satisfied) ..., s

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
ensure sufficient owtdoor air supply,

4, AIR DISTRIBUTION

ACTIVITY 17: AIR DISTRIBUTION
4a. Ensured that supply and return air pathways in the existing ventilation syste

perform as required.... . % a QO
4b. Ensured that passive grav1ty rellef ventllatwn systems and t'ransfer gnlles

between rooms and corridors are fUnctONINg ........covoreervncrenrn e El gl w

rTTE T T RN
'

==

- W N gy w =W o

NOTE: If ventilation system is closed or blocked to meet current five codes, consult with a
professional engineer for remedies.

4¢. Made sure every occupied space has supply of outdoor air (mechanical
system or operable Windows) ..., a a M
4d. Ensured that supply and retuwrn vents are open and unblocked @( O o

NOTE: If outlets have been blocked intentionally to correct drafis or discomfort, investigate
and correct the cause of the discomfort and reopen the vents.

4e. Modified the HVAC system to supply outside air to areas without an outdoor

BIL SUPPLY ottt s a a
4f. Modified existing HVAC systems lo incorporate any room or zone layout
and population Changes ... (=] el 1

4g. Moved all barriers (for example, room dividers, large free-standing
blackboards or displays, baokshelves) that could block movement of
air in the room, especially those blocking air vents ..........c.cooceiinconininann
4h. Ensured that unit ventilators are quiet enough to accormmodate classroom
LIV 1E1 S P TS s — s \kl a
4i. Ensured that classrooms are free of uncomfortable drafts produced by air
from Supply (ermINals ........ccccovvivereeeimieemercrnre e rcrneesers e 3 O

"o & &5

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutants, the ventilation system is designed to
maintain positive pressurization in the building. Therefore, ensure that the system, including
any exhaust fans, is operating on the "occupied” cycle when doing this activity.

4j. Ensured that air flows out of the building (using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,
floor joints, Pipe OPENINES) ...oovveereviriee i s Q O b(

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exbaust fan grlle(s) ... Q0 0O M

If fans are running but air is not flowing toward the exhaust intake, check for the following:
+ Inoperable dampers
» Obstructed, leaky, or disconnected ductwork
» Undersized or improperly installed fan
* Broken fan belt
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Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see “How to Measure Airflow”).

5c. Ensured that air is flowing toward the exhaust intake \il @] 5a]

: 5. EXHAUST SYSTEMS (continued)

: ACTIVITY 20: EXHAUST AIRFLOW

]

, NOTE: Prevent migration of indoor contaminants from areas such as bathrooms, kitchens,

) and labs by keeping them under negative pressure (as compared to surrounding spaces).

b

) 5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A
, A ACEE BIACES et o ey a 0O ¥
]

b

ACTIVITY 21: EXHAUST DUCTWORK

5d. Checked that the exhaust ductwork downstream of the exhaust fan (which i
under positive pressure) is sealed and in good condition.......cociiiciiinnn i@ & e L

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to "How to Measure Airflow” for techniques.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation

(T ssrireorrrorrrra e AT e T T T e P TR T T S e o o {9
6b. Calculated the number of occupants served (226) by the ventifation unit ¢

UNGEE CONSIAEIALION .. eovivirireeecrreieetee e cciib st e b s s e et o a ﬁ/
6c. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing quantity of outdoor air supply per person (22¢)......Q O ﬂ

ACTIVITY 23: ACCEPTABLE LEVELS OF OUTDOOR AIR QUANTITIES

6d. Compared the existing outdoor air per person (22¢) to the recommended
Tovels 7 Tabie TSN AASERSVIT M St N o T ™ oo W
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
the recommended levels in Table 1 ... ENGE M‘

NOTES
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. Read the JAQ

. Keep the

Instructions

Backgrounder and
the Background
Information for
this checklist.

Background
Information and
make a copy of
the checklist for
future reference.

Complete the
Checklist.

* Check the "yes,”
nno‘n or
“not applicable”
box beside each
item. (A “no”
response
reguires further |
attention.)

+« Make comments
in the “Notes”
section as
necessary.

Return the checklist
portion of this

document to the |
IAQ Coordinator.
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Walkthrough Inspection Checklist

Name: (/Zc Za,«.{ //:/Frn‘t‘?)

School: %/‘/w—l /7/:-;14

Room or Area: Date Completed: A £,
Signature: —

1. GROUND LEVEL Yes No N/A
la. Ensured that ventilation units operate properly..........cooevvrininevsiiniiinnnns I
1b. Ensured there are no obstructions blocking air intakes.........cocovveeiviiiinecnn, @ 0o 0
lc. Checked for nests and droppings near cutdoor air intakes .........ccccocerviennnnee. @ O QO
1d. Determined that dumpslers are located away from doors, windows, and

outdoor air intakes .. @/ a O
le. Checked potential sources of air contaminants near thc bu1ld1ng

{chimneys, stacks, industrial plants, exhaust from nearby buildings) ............ .0 0
1f. Ensured that vehicles avoid idling near outdoor air intakes ..o, { a Q
lg. Minimized pesticide apphcation ... @ 0O Q0
1h. Ensured that there is proper drainage away from the building (including

roof downspouts) .........cccoeeereennene S ~ i
li. Ensured that sprlnklers spray away from lhe bulldmg and outdoor

air intakes .................. [B/Cl QO
1j. Ensured that walk off mats are usod at exterior entrances and that

they are cleaned regularly ..o B 0 Q0
2. ROOF
While on the roof, consider inspecting the HVAC units (use the Ventilation Checklist).
2a. Ensured that the roof is in good condition .. ]
2b. Checked for evidence of water ponding ........cccccovveene S~ il B
2c. Checked that ventilation units operate properly (air flows 1n) U C: () = B w
2d. Ensured that exhaust fans operate properly (air flows out) J a d
2e. Ensured that air intakes remain open, even at minimum setting .................... D/EI Q
2f. Checked for nests and droppings near outdoor air intakes ...........cc.cocooeeenen @ o 0
2g. Ensured that air from plumbing stacks and exhaust outlets flows away

from OULdOOT Ar INMAKES .vv.vvveevreererereeeeessess s sesenssesssssssssssennenn QO
3. ATTIC
3a. Checked for evidence of roof and plumbing leaks ..., ’D/CI a
3b, Checked for birds and ANiMal NS oo @ 0 D
4. GENERAL CONSIDERATIONS
4a. Ensured that temperature and humidity are maintained within Q/

acceptable ranges .. - IO SN O Q
4b. Ensured that no obstructmns exist in supply and exhausl VENLS Lo 2 0 0
4c. Checked for 0dors .ottt g, 0 Q
4d. Checked for signs of mold and mildew growth .........ccccooeviveeivisiiiinninenne { a o



4, GENERAL CONSIDERATIONS (continued)

4e,
4f.

4g.

5.

5a.
5b.

6a.

Gb.

6c.
6d.

Tc.

7d.

8.
8a.

8b.

Checked for signs of water damage.., N - 4
Checked for evidence of pests and obvnous food sources ..
Noted and reviewed all concerns from school occupants ................c.ccov.e.., M/

BATHROOMS AND GENERAL PLUMBING

Ensured that bathrooms and restrooms have operating exhaust fans ............ { Q
Ensured proper drain trap maintenance:

Water is poured down floor drains once per week (approx. 1 quart of water) g 0
Water is poured into sinks at least once per week (about 2 cups of water) ... a
Toilets are flushed at least once per week ....oovvcveceiecieceea, Q

MAINTENANCE SUPPLIES

Ensured that chemicals are used only with adcquate ventilation and when
building is unoccupied...

Ensured that vents in chemlcal and lrash storage arcas arc operating

@ a
properly ... v D/ a
Ensured that portablc fucl containers are propcrly closed a a

a a

Ensured that power equipment, like snowblowers and lawn mowers, have
been serviced and maintained according to manufacturers’ guidelines..........

. COMBUSTION APPLIANCES

Ta.
7b.

Checked for combustion gas and fuel odors .. E(
Ensured that combustion appliances have flues or exhaust hoods r
Checked for leaks, disconnections, and deterioration ..........coveievieeiieeeeeenenne G/
Ensured there is no soot on inside or outside of flue components................. E(

OTHER

Checked for peeling and flaking pamt (|f the bu1ldmg was built before @/
1980, this could be a lead hazard) ... oot en e
Determined date of last radon test ............... Q(

O
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Waste Management Checklist

Name: //f C/‘ld/é/ jPUCtGN"fO
School: Sfl—tﬂ’p&g /S/f?ll S("}@/
ﬂ) Date Completed: _ /. /A2 H0R ‘/

Room or Area:

]
’
]
'
]
’
)
)
)
¥
}
)
)
»
(]

Signature:

. . 1. WASTE MANAGEMENT
Instructions Yes No N/A

1. Read the JAQ la. Ensured that waste containers arc appropriate for use (for example,

" Backgrounder and food waste containers should have lids) ... EJ/D Q
! the Background Ib. Ensured that waste containers are lined ... BT a a
information for le. Ensured that waste from art, science, vocatlonal classes etc., are

this checklist. handled Separately ..........cccoveiciniiciiccnir s e e e El/ g O

1d. Labeled recycling bins clearly ... @ a Q

2. Keep the ‘ le. Ensured number of bins and dumpsters is 'ldequate . P E( a Q
E_;g;ﬂ::t‘:gg and . 1f. Ensured appropriate location of dumpsters (i.e., away from air mt'lkes

make a copy of i doors, and operable windows in relation to prevallmg winds) ... E‘( a o

the checklist for | lg. Ensured waste containers are emptied regularly E/ a 0

future reference. 1h. Ensured appropriate waste removal schedule ... { a u

li. Ensured waste is stored in a well-ventilated room ......ccoeervineiinnniicinnnn. [Zl/ a aQ

= (é?‘l?cﬂ?;f the 1j. Ensured any exhaust fans in the room are operating properly ..................... ? a 0

) . a aQ

| ! lk. Checked waste storage arcas for odors, contaminants, or signs of vermin....
+ Check the “yes,”

“no,” or

“not applicable”
box beside each
item. {A “no” NOTES
response
requires further
attention.)

+ Make comments
in the “Notes”
section as
necessary.

4, Return the checklist
portion of this
document to the
IAQ Coordinator.



