Ventilation Checklist

Name: N\\k.f W\m!m §

School: ]/D lA‘?’ Zcf///y C/MQ-

Unit Ventilator/AHU No: £

Date Completed: // ‘t"l?'?’

Instructions
1. Read the IAQ
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) ... es i o o
2. Keep the 1b. Ensured that the ventilation system was on and operating in “occupied”

: INOGE 1 ecervrarencreseererre e s s s eba s b At b s a eSS SR RS R RR e R aE S e b e RS bR RE e e o O
Background P:'
L’l‘;‘l’(;";az‘;’;‘yagfd ACTIVITY 1: OBSTRUCTIONS

; : lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
this checklist for 4
each ventilation OF COVETS 1uvvueevieseresunsersssssassessareassnsssessssssansbusessensesentbrsbnss ssastatestorntvansassssnsamarasesss éf‘ 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) ... e &?C a a
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
3. Complete the le. Checked ground-level intakes for polluiant sources (dumpsters, loading
Checklist. docks, and bus-idlNg ATEASY .....ccecersrscrsrnrreorsssmrssssesmssscsserssesssersensonssssesessins Q a ﬁ:
" " 1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
y l;:hec'!< the “yes, toilet, or laboratory exhaust fans; puddles; and mist from
no,” or air-conditioning cOOlNE LOWETS} ..-.eucuecimrseresrarrsesr et emansssssreeae pﬁ a Qo
‘not applicable” lg. Resolved an bl ith pollutant located near outd i
box beside each g Resolved any problems with pollutant sources located near outdoor air
item. (A “no"” intakes {e.g., relocated dumpster or extended exhaust pipe) ...oovcieeeervinnene S[ a u
response

ACTIVITY 3: AIRFLOW

;itqel:{i?nf;}rther 1h, Obtained chemical sroke (or a small piece o light plastlc)/g a o
. Make comments li. Confirmed that outdoor air is entering the intake apPropnatcly.............‘.......\ﬁ o a
in the "Notes”
section as 2. SYSTEM CLEANLINESS
necessary. ACTIVITY 4: AIR FILTERS
4. Return the checklist 2a. Replaced filters per maintenance scheduls ..., "E O a
portion of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the BIOWINE GOWNSLECAIM) 1.vuerurrarssensssrersssssseressssnesssesssmmerassesssoesissessesismsestesssessas a aQ
IAQ Coordinator. 2¢. Vacuumed filter areas before installing new filters ... a a
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing
around) the AIF FTHET (v s st s ar s ss e s bbb a O
2e. Confirmed proper installation of filters (correct direction for airflow)....... ﬁ o a



2. SYSTEM CLEANLINESS (continued)

ACTIVITY 5: DRAIN PANS

2f. Ensured that drain pans slant toward the drain (to prevent water from
ACCUMUEALINGY oveeir ittt e et e e

2g, Cleaned draill PANS ... et s an b e et s

2h. Checked drain pans for mold and mildew ..o !

=
DDB‘;

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ..., 7&5 a

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 ..., \ﬂ a0
2k, Ensured that ducts are clean )@ a a

ACTIVITY 8: MECHANICAL ROOMS
21. Checked mechanical room for unsanitary conditions, leaks, and spills ........ >@ g o

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and sUPPLES ..o e >G g oG

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Bnsured that air dampers are at least partially open (minimum position) ...... a }Q fu NC@&A){'@ L)@ w ld
a

3b. Ensured that minimum position provides adequate outdoor air
TOF QCCUPANIES «...vevimscriisrssssisssis i sisiss st ssset s st bess s sns e s s sbonssshsmsusesase st s g 0

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) ...ooviiiiirenenns ){ﬁ) a Q

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d, Turned summer-winter switches to the correct position ........cccoeveviisveneens - Q0 ﬁ.

3e. Sét time clocks apPTOPHIALEl ....ceecertcincriesirin s s sssssass s anasas ‘lﬁ‘ g G
a

3f. Ensured that settings fit the actual schedule of building use (inchiding
NIGHEWEEKENA TS «.vverevecererr sttt ﬁ d

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

occupied (day) seiting and the unoccupied (night) setting ..........cooivniicrnnnns a oy
3h, Checked that the line dryer prevents moisture buildup ......oovceeceerreercecsnennn. a a Q<
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when yon \

blow down the 1ank) ... s a a Aﬁ
3j. Set the line pressure at each thermostat and damper actuator at the proper

level (no leakage or obSIructions) ..o e e a a ;W
ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection .......cvceuneinn g o a
31. Ensured that the recirculating relief and/or exhaust dampers are visible )

FOT INEPECHON 1.vvitctieirarirarese st resse s s s s estsasmns e rens s st sa sk b e nsrasseatsasnsnis a 4a )@: ‘
3m, Ensured that air temperature in the indoor area(s) served by each

outdoor air damper is within the normal operating range .........coveeeeccvcrnnrne R g 0

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



“@A%Admj‘j’

3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

3n. Checked that the outdoor air damper fully closes within a few minutes ~ Yes No N/A wagé‘
of shuiting off appropriate air Bandler.........iviiinsi s a y ot vk’

30. Checked that the outdoor air damper opens (at least partially with no delay) 5(;,0/
when the air handler is turned on ..o ies s s a ﬁ/ a W th

3p. If in heating mode, checked that the outdoor air damper goes to its

minimum position (without completely closing) when the room

thermostat is 561 10 85°F ... e e s a a
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 56t £0 45°F wcmeviminiiniiiinenennimnses a F Q
3r. I the outdoor air damper does not move, confirmed the following items:
+ The damper actuator links to the damper shaft, and any linkage set
~ 8erews Of bolts are Hight ..o M a
= Moving parts are free of impediments (e.g., nust, COrFOSION) .uwirerine: By R
+ Electrical wire or pneumatic tubing connects to the damper actuator....... a >’~ a

» The outside air thermostat(s) is functioning properly (e.g., in the right '
location, calibrated COTEOHYY .vmummmreerimermssicsremssesissesstessssssssssanssasssonsens o o F:)

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

ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls (for antomatic reset only) to test continuity,
ACTOSS TEITIINALS .eoverrereariereernrerrreseeemeeeearimsicsn s s ssssasassrsmn erssmsresbamarastomenatonis ?5) -0 a
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates freeze stat was
BTAPPEA) evvveerererresasrereersnr e eeresstsmsbsrsmssbsbab s sesbsrareraA Tas e TR T s e b ab S as b ad s bt sr s arennanE e ]iil a a
3u. Assessed the feasibility of replacing all manual reset freeze-stats with
AULOMALIC TE88E FTEBZE-SALS .vvvverrrersereresrai et bbb st rs s s e st s aa e ‘Q{‘ a

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

ACTIVITY 14: MIXED AIR THERMOSTATS

3v. Ensured that the mixed air stat for heating mode is set no higher
FRAN B5%F oevrecrerecnerrirae s st ss st st sas s s sea e e ar R R e e & a a
3w. Ensured that the mixed air stat for cooling mode is set no lower .‘
than the room thermostat SEHINE .....cvcriceins s et % o a
ACTIVITY 15;: ECONOMIZERS
3x. Confirmed proper economizer settings based on design specifications or :
LOCAL PIACHICES 1everrrereereecrcmcscr ettt bbb b e s s s st s s ensar et st a Q hﬁu
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 propetly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications...........03 & ﬁ

NOTE: Economizers use varying amountis 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 temperaiure
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).........coeinirecccinniiiinenn ‘ﬁ

NOTE: If fan shuis off when the thermostat 1s 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
PETTOTM A8 TEGUETEH .. et reyrsiece e et ctesseesarsrrsrersasareraberassbar s s s srasnsrensasssmsensan a o

4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ..........veecrnirricns e % Qa

NOTE: If ventilation system is closed or blocked io meef 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) .......c.oo e s e e seser e s rscens O o

4d. Fnsured that supply and return vents are open and unblocked ......coovvvinenrnnn 10 [

NOTE: If outlets have been blocked intentionally fo 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

VL g1 1)) 5] OO a O ﬂ
4f. Modified existing HVAC systems to incorporate any rootr or zone layout
and population ChANZES ....cviivriesriirs e e st b et ca s ek o a m

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 ..., .o, ¥ 0O Q0
4h. Ensured that unit ventilators are quiet enough to accommeodate classroom

BCHIVIEIES 1ueteuieersnsirsestnenremben essarnssors reesiessssimba b v bt s e s bas e sm b a et snes e eansbr ot s a 0 kSD
4i. Ensured that classrooms are free of uncomfortable drafts produced by air

from supply terminals ......coocciii i ﬁ, a 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 OPETUIES) ...vuuveirsesreseerersressessersrsremsresirsnsise s saosasssarssssasassas o a Fj

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION .
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) ... 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
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NOTE: Prevent migration of indoor contaminanis from areas such as bathrooms, kitchens,
and labs by keeping them under negative pressuve (as compared fo surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/
AQJACEIE SPACES c..vecriiiireicieitninsiesres s cssrsrsrrsrnssssssrsressssses s siestsassnssesassnanrans bosas o 0

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

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 exhaunst intake ......ocovevvcninscrcnsinicirinens a o

ACTIVITY 21: EXHAUST DUCTWORK
5d. Checked that the exhavst ductwork downstream of the exhaust fan (which is
under positive pressure) is sealed and in good condition.......ccoceiiiriieneacnns a a
6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22; OUTDOOR ATR MEASUREMENTS AND CALCULATIONS

NOTE: Refer to “How to Measure Airflow” for techm‘qz_:es.
6a. Measured the guantity of outdoor air supplied {22a) to each ventilation

THUE ooruvermscasnssassacranisassesonessssesersnmarassesses sreus nraton b sastreat s e R FA SRS P AR R bR Prmr e b a a
6b, Calculated the number of occupants served (22b) by the ventilation unit

under CONSIABTALON ..overceieir e ne et s st a a
6c. Divided outdoor air supply (22a) by the number of occupants (22b) to

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

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

levels in Table L.t e b as s a a
6e, Corrected problems with ventilation units that supplied inadequate

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

the recommended levels in Table L. ocerenmen st Q 0

> K =R B

NOTES



. 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,

4, Return the checklist
portion of this
document to the

|AC Coordinator,

Instructions

Check the "yes,”
uno'n or

“not applicable”
box beside each
itemn. (A “no”
response
requires further
attention.)

Make comments
in the “Notes”
section as
necessary.

Ventilation Checklist

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A

example, a fire escape fI00L Plan) ..o st s a a0
Ib. EBnsured that the ventilation system was on and operating in “occupied”

TIOOAE cu.eeereceraieerssrms e sttt bbb b e e a A e ed e RA AR g ar bt a 0
ACTIVITY 1: OBSTRUCTIONS
lc. Ensured that outdoor air intakes are clear of obsiructions, debrs, clogs,

OF COVETS wrrereresreserrsresomesesssemesesressresesoes s ssmsessssmosssrensomsrsen B, @ 01
1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves )

frequently block an Intake) ... e a a

ACTIVITY 2: POLLUTANT SOURCES
fe. Checked ground-level intakes for pollutant sources (dumpsters, loading

docks, and Bug-idling areas) ......covereerevrereermvenroscersienit s st s sanen s i u
1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

2ir-conditioning COOURE LOWEIE} urucrmessessemsimrsisessesrsesisssrssssissrnsressessresnsans > O Qa
lg. Resolved any problems with pollutant sources located near outdoor air '

intakes (e.g., relocated dumpster or extended exhaust pipe) ..o - a Q.
ACTIVITY 3: AIRFLOW
1h. Obtained chemical stnoke (or a small piece of tissue paper or light plastic).. a a
Ii. Confirmed that outdoor air is entering the intake appropriately .......ccccoceiun. a a

2, SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a, Replaced filters per maintenance schedule ..o, eeeneanenee }i 0 d
2b. Shuf off ventilation system fans while replacing filters (prevents dirt from
blOWINE GOWTISITEAI) 1urvcserrmssasssesirssnssescrssssrssssrssmssasisss i raa st ssossensasentessmsasen ji( a Q N O'?L
2¢. Vacuumed filter areas before installing new fillers .. coeecrsesesrssssmenns a o &= act
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing
around) the air fIHET ... e s SO o 0 W%
2e. Confirmed proper instaliation of filters (correct direction for airflow)......... O 0




2. SYSTEM CLEANLINESS (continued)

ACTEVITY 5: DRAIN PANS

2f. Ensured that drain pans slant toward the drain (to prevent water from Ye
ACCUMMIAMIEE) 1 cerericeeec et s rens s r e ressrerr s b e s sems s s b b s

2g. Cleaned drain PADS ... it risses oo irrsessss s et onsenens L

2h. Checked drain pans for mold and mildew .......ceiresmnnninn s X,

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ..o, 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 ‘jZD
2k. Ensured that dUctS 8 ClEan ... o ovreeeeosrmsererssserersssessmssmsasessessonssssssresssrecron }a;
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 SUPPLES ... s e a

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) .....jds
3b. Ensured that minimum position provides adequate outdoor air
TOT OCCUDADES cvveerivensenss s rerseusrerersssressesssssrssssasias sarsrsban s sas e ams b en b sa e et b a

ACTIVITY 9: CONTROLS INFORMATION

3¢. Obtained and reviewed all design inside/outside temperature and humidity
Tequirements, controls specifications, as-built mechanical drawings, .
and controls operations manuals {often uniquely designed) ......coounrvrnrririrenns M 0

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct posiion .......cnecnn Q
3e. Settime clocks appropriately ..o e s s a
3f. FEnsured that settings fit the actual schedule of building use (including %

(M

DIFhWEEKEN BEE) 1vvecrerecenrres e mirrerr et st b bs e bbb b sns s s s srnnans

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

occupied (day) setting and the unoccupied (night) setting ... voresinnnnnnnees [ ﬁ\ _
3h. Checked that the line dryer prevents moisture buildup ....oveeececveiiciiennnaen, a a ﬁf
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

blow down the tANK) c.ccoureriurre ittt sttt 0 Q-
3j. Set the line pressure at each thermostat and damper actuator at the proper _

level (no Jeakage Or OBSITUCHODEY 1vrrescrsersirmssesssssssrsssssi s eesbsssbsss s bessseans O X

ACTIVITY 12: OUTDOOR AIR DAMPERS % he . Q
3k. Ensured that the outdoor air damper is visible for inspecton ...uuinenny@e 0 O TI/\_& \E ';i

31, Ensured that the recirculating relief and/or exhaust dampers are visible

FOT IMSPECHON 1vvvvovresieeesessssssnrssssresseisessans s resoresarmeseesst st bssesbas st sossass e ssansssans Q Qg }@
3m. Ensured that air temperature in the indoor area(s) served by each

outdoor air damper is within the normal operating range .......o.ovevnvereneernseess a a
NOTE: It is necessary to ensure that the damper is operating properly and within the normal

range to continue.

. L



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 ... s PQ o o
30. Checked that the outdoor air damper opens (at least partially with no delay) = 'J |
when the air handler is HINEA O .....coerrurerrienscesssers s sssssessasesss s smsssaess o o Qa ‘,,p,d@
3p. Ifin heating mode, checked that the outdoor air damper goes to its ,re
mininum position (without completely closing) when the room J
thermostat 18 SEE 10 85°F L..ivviieirerareeereerems e sesstsses et st e s sesmssrsssssreresasstss O o 4a

3g. 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 i 86t £0 45F oo einisiisiinrensssnmssiessrne a 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 .
_ Serews OF OIS AT HENE .oooooooveceeseecoresrncnensscsss e x a o
«  Moving parts are free of impediments (e.g., rust, COrrosion) .......c.oueuse. ®, a a
+  Electrical wire or pneumatic tubing connects to the damper actuator.....J& O 0
« The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COMTECHY) ...cvmisircsinscss s ssrssesens st sesssrasrasaseseasssees Q

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
BCTOSS LEIINALE .v.vvevviarsesersaeeeesereearmcaessesoneasusestes e srasaerasissssinseraran essasseses FFETE

OR

3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates freeze stat was

TAPPEA) 1rvcrmereireesrrei s scsmsns e nemr st e e e bR e e e ﬁ) a a
3u. Assessed the feasibility of replacing all manual reset freeze-stats with
AtomAtc TESet FTEEZE-STALS .cvvvtvurresrerrsr et e ens s s st e s s o a

NOTE: HVAC systems with waler 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 .

3w. Ensured that the mixed air stat for eooling mode is set no lower

than the room thermostat SERINE .....ccovieincsnm s g o
ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper econormizer settings based on design specifications or

1008l PIACHIGES 1vvirerrerreinecsse sttt st saren s sver s s e ep st sn e s e b g o p{'

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 ............ o a ﬁ

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 femperaiure,
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 rchcf fans)
that move outside air indoors continuously operate during ocenpied Yes No N/A
hours (even when room thermostat is satisfied)...covvieiviinneinseenns ?() o aq

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary fo
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 1eqUITEH .....coo oo e e s s a o
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUBCHOMIRE ....cc.ceveicemsinsmresssrerssremsressseisesns o a

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

systern or operable WINAOWS) ........ccieccninriimirersns v esrsserstserras e sessee s A2 O QO
4d. Bnsured that supply and return vents are open and unblocked ...covvuinivernnans o aQa
NOTE: If outlets have been blocked intentionally to correct drafls or discomfori, investigate

and correct the cause of the discomfort and reopen the venis.

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

BEE SUPPIY 1veverremreescerermsrsermsiesscs sermeserscssacsasssms st ssas s nas s en s st an e s b v s s Q Qa ﬁt
4f, Modified existing HVAC systems to incorporate any room or zone layout

and population CHANEES .....ccuiiii st st s a e reses O a @(
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 .......ooveviivceinnirsssernns a o FQ
4h, Ensured that unit ventilators are quiet enough to accommodate classroom

BCHIVITIES 1avvuresoveearsrnsuensnsssssssssensasssnsassasersas sassstssss sasmasssassosssstsnsesssasanasssssnsins a o X
4i, Ensured that classrooms are free of uncomfortable drafts produced by air

from Supply terminals ...c.c.cvemrnesresieissrsssinssnssrrerrss s ens nms it chs st sbtess s neasn a a ﬁ:‘

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutants, the ventilation system is designed fo
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 OPERIDES) ueseunresrmersmsesssressssnrrastesissensbss st sissassnsrasasssssssssssasens g Q0 X

5. EXHAUST SYSTEMS

ACTIVITY 19;: EXHAUST FAN OPERATION l +O C‘L‘u’k"
O o ¥

5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) ....

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



-
1
t
1
1
1
L]
L]
4
.
L]
{
[
i
i

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

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 info the room from Yes No N/
BAJACEIE BPACES cvuvrvrsreicesessrresorerensaaerersesere s b bessstrsteRs s sesa r b ad st s s sa b s s g

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

Sc. Ensured that air is flowing toward the exhaust intake ‘ﬁ\ Q aQ

ACTIVITY 21: EXHAUST DUCTWORK

5d. Checked that the exhaust ductwork downsiream of the exhaust fan (which i
under positive pressure) is sealed and in good condition....v v X a 0

6. QUANTITY OF OUTDOOR AIR

ACTIVITY 22: OUTDOOR ATR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to "How to Measure Airflow” for techniq;ies.

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

TIDEE 1avvervessssesessnsesseseresmaemsmseseresssussenesrsesasesaseasiLASESFERTRIR RS nEsebsE R e A a2 sRms bR LRl DD)Q:

6b. Calculated the number of occupants served (22b) by the venfilation unit W\‘es
UNACET CONSIAETAION cu.vverereeeerrereresasrereescrmenes s sc s e ren s snsanraa s rsnysmsas sarisreas smss a a

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 a %

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

TEVELS 10 TADIE 1 ...oovuceovsismsmsesessammsses rsnrersssassssearesssassesessessssssssrssssssssascsssssasss w )ﬂ a o
6e. Corrected problems with ventilation units that supplied inadequate ’h |
quantities of outdoor air to ensure that outdoor air quantities (22¢) meet ﬁl"’b :
the recommended levels in Table ... e rssssssssensn g o9 b |
aGS\

NOTES
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Instructions
1. Read the JAQ

the Background
Information for
this checklist.

2. Keep the
Background
Information and
make a copy of
this checklist for
each ventilation

as well as a
copy for future
reference.

3. Complete the
Checkiist.

Mno'ﬂ or

item. {A "no”
response
requires further
attention.)

in the “Notes”
section as
necessary.

portion of this
document to the
IAQ Coordinator.

Backgrounder and

unit in your school,

» Check the “yes,”

“not applicable”
box beside each

» Make comments

4, Return the checklist

ot

Ventilation Checklist

Name: /;/W{K?J Z%/W

School: 9’ [ ’ (s £ /Afk; _

UmtVentﬂator!AHU No i xA 6{41-7 fﬁ 472}
Room or Area: 3 Ly ate Cgmpleted: Z’f
Signature L%

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A

example, a fire escape OO PIAN) coovvv.urecerererrscssssessesssisssessmen e g2, Q3 0
1b. Ensured that the ventilation system was on and operating in “occupied” .

IOME 1 erus it s s s b A s sbo b R R a 0
ACTIVITY 1: OBSTRUCTIONS
le. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

OF COVELS ..vuvrmiuermssiessassonssre bisbassassssensbetesssnseans estsassnesss et stttssasernsnsestisbunnssseseasafos a o
1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an IntaKe) .....veecinnnri s et g a

ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for pollutant sources (dumpsters, loading

d0CKS, 20 BUSHAING ATEAS) 1vrerrersrserroenerrnsssrssssenrsrsnimsosmmesesr @ 0
1f. Checked roofiop intakes for pollutant sources (plumbing vents; kitchen,

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

air-conditioning cOOUNE FOWEES) .vurruererrmssessseeecsissssrsressassisssssrasssessasssesssnns /ﬁn O o
lg. Resolved any problems with pollutant sources located near outdoor air
" intakes (e.g., relocated dumpster or extended exhaust pipe) % c o

ACTIVITY 3: AIRFLOW
1h. Obtained chemical smoke (or a small piece of 2
1i. Confirmed that outdoor air is entering the intake appropnately

\%m

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a, Replaced filters per maintenance SChedule ........oovvveceeeernisivecnrnresisensinsenn ,?EI, o a
2b. Shut off ventilation system fans while replacing filters (prevents dut from

blowing doWNSIrEamI) ...v.eviiveiiei i ie s et ctrcsrer st et sss con e ses st s snmbas a o
2¢. Vacuumed filter areas before installing new filters.....ccecvnnrevececiinmnnnnmenenn g a
2d, Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the air fIHEr.. ..o e et st s sbre i Q 0
2e. Confirmed proper installation of filters (correct direction for airflow)........, o o



2. SYSTEM CLEANLINESS {(continued)

ACTIVITY 5: DRAIN PANS

2f. Ensured that drain pans slant toward the drain (to prevent water from ¥es No N/A
ACCUTMIUIALIE) 1oecvorrirsereserrstssnssarnss shssspassarisssass s gn s ressasssnmssaspragrss st ssssasasassons a a

2g. Cleaned drain PANS ..ottt e ssses o o

2h. Checked drain pans for mold and mildew ..., a o

ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean ... \ﬁ a 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 ..., ‘@ a o
2k. Ensured that ducts are ClEaN ....vmemeciirmem s resermsi st sesssssssssre s srasianees ) ﬁ. g 0
ACTIVITY 8: MECHANICAL ROOMS
21. Checked mechanical room for unsanitary conditions, leaks, and spifls ......... a O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and SUPPHES ....ocveeveecice et e s \@ a 0
3. CONTROLS FOR OUTDOOR AIR SUPPLY
3a. Bnsured that air dampers are at least partially open (minimum position) ..... ,,E. a o
3b, Ensured that minimum position provides adequate outdoor air

FOT OCOUDAILS 1.vocr rvrasssssessnssonsasibrassssastn st rersa s snss e st s b s e Q 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) ......oecoveenrncnens ‘S[‘ o a
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES -
3d. Turned summer-winter switches to the correct pOSIHOD ..vcvseeeesriraerscrceionns o o =
3e. Sef time clocks appropnatciy‘E(: o 0
3f Ensured that settings fit the actual schedule of building use (including

Bight/Weekend R8E) ...-ricirenisimsenemiini s as e s st ‘tﬂ, a

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

occupied (day) setting and the unoceupied (night) setting .o, a o "ﬁ
3h. Checked that the line dryer prevents moisture buildup .. veeeeccccneinennes a a &=
3i, Replaced control system filters at the compressor inlet based on the
compressor manufacturer’s recommendation (for example, when you
Blow dOWN the 10K} .cv..vveerers e eemsessrmssssrsrsresstes st s s ss syt a a Pﬁ
3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or ObSITUCHORSE) wiucviiirrrses s sssssmemsens it snsnas a aQ y
ACTIVITY 12: OUTDOOR ATR DAMPERS | EN}{ 5(: S Aﬁ@" {\S
3k. Ensured that the outdoor air damper is visible for InSpection .. ..o eeececniunens ﬁ Qg a C [ﬁ ' 7 ot
3]. Ensured that the recirenlating relief and/or exhanst dampers are visible 4/ (S{ b { é(
FOT IMEPECHOTL 1uvevvetversrsraseserncesmenmesseesemtensist bt se s st ar s e st R e o a )ﬂ:
3m. BEnsured that air temperature in the indoor area(s) served by cach "
outdoor air damper is within the normal operating fange .......mveverininen. Fﬁ a 4
NOTE: It is necessary to ensure that the damper is operating properly and within the normal

range fo 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 Yes No N/A

of shutting off appropriate air handler........coonvrmvnicinmnnie s a a
30, Checked that the outdoor air damper opens (at least partially with no delay
when fhe air handler Is fMEd 0N .......orieecereieeiiaecnssererecersissesssasssmssrersies F(j o a

3p. If in heating mode, checked that the ontdoor air damper goes to its
minimum position (without completely closing) when the room
thermostat 15 S8t 10 B5F ...oierirrereenmrresrererscrsibiissssss s ts st saseeras ‘@C o 0
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 get {0 45°F vt 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 sct
SCreEwWs OF BOIES 876 tIERE .o reee e rees e s smn s O
+ Moving parts are free of impediments (e.g., rust, COITOSION) .vvvrrraerecsan: a
«  Electrical wire or pneumatic tubing connects to the damper actuator........ a
¢ The outside air thermostat(s) is fanctioning properly (e.g., in the right %(
location, calibrated cOmrectly) .o a

o

0 pDLoo

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 LEIIINAIS 11ovevirensrersseriisnsinereereesesenesstessrssssne remsemresnsesraemsasiassasenssansnsses e a a y&
OR
3t. Confirmed (if applicable) that depressing the manual reset button (esually
red) trips the freeze stat (clicking sound indicates freeze stat was
BEPIPEAY . vvvverervesseesoeasos s sesasssssssessassssess e serase e e e sR AR \9{_, 0 o
3u. Assessed the feasibility of replacing all manual reset freeze-stats with ‘
ANTOMAIC TESEL FTEEZE-SHAES ovvererrerrcerrresrerers e csssssssss rrsss sha s shabass e pep s i sasns e e g 0O

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 frip
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

F0L 65T vrrosoeeresessomes st st s ™ o 0
3w. Ensured that the mixed air stat for cooling mode is set no lower

than the room thermostat SEHINE ..o riieesrriris e s ns s sy a a

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer seftings based on design specifications or

JOCA] PTACHEES w.vvvueurerressesnersssnssisssssssssmsssssosssmsessssssnssen et sssasssssesssss st o Q >ED

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 0 f}iQ
3z. Ensured that dampers operate properly (for outside air, return air, _
exhavst/relief air, and recirculated air), per the design specifications........... a aQ /‘K

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,



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

3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued) T
ACTIVITY 16: FANS y
3aa. Ensured that all fans (supply fans and associated return or relief fans) 1
that move-outside air indoors continuously operate during occupied Yes DNo N/A !
hours {even when room thermostat is satisfied).....c.cnoinccenenniiennn, \@ a a .

4

‘

t

4

{

4. AIR DISTRIBUTION

ACTIVITY 17: ATR DISTRIBUTION
4a. Ensured that supply and retum air pathways in the existing ventilation system C

PETEOTM 88 FEGUITEA ... vvieieiiesere e erseenrnareaesserassas s s ssesssens st e s esstesesaneernseas s 0 a
4b.. Ensured that passive gravity relief ventilation systems and transfer grilles
" between roomns and cormidors are MNCHOBING ....vvreecererenrneerererrressaecsessrissnres a o

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 WiInAOWS) .....ooiiiciiice e ssnas a o
4d, Ensured that supply and return vents are open and nnblocked ....................

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 withont an outdoor

I STUPPIY oo cecnms et sesenes e eesemers st s bbb e bbb b bbb s kb a aQ ﬁ.
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population ChAREES ... et st s a QO ﬁl\
4g. Moved all barriers (for example, room dividers, Jarge free-standing

blackboards or displays, bookshelves) that could block movement of

air in the room, especially those blocking air Vents ........coccccmreaiicninicenrienss a 0o ‘ﬁ:
4h. Ensured that unit ventilators are quiet enough fo accommodate classroom

BOHVITIES 11nvetievrssrerrssenssesiissibss st st bt sttt sastsha bt b eSS R RSSO bR R LB e bR E R a8 Q 0 m
41, Ensured that classrooms are free of uncomfortable drafts produced by air .

from supply terminals ... a a f
ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevert 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, % s
floor joints, pipe openings) >< 0 Qo

.............................................................................

5. EXHAUST SYSTEMS

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

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



ot
5. EXHAUST SYSTEMS (continued) 0 1,[}
ACTIVITY 20: EXHAUST ATRFLOW AV

NOTE: Prevent migration of indoor contaminants from areas such as bathrooms, kilchens,
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  Yeés No N/A
AQJACENTE SPACES .euvseneeserert i eeessr et sans st et are st e er e e e bbbt srs et o 0

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

5c. Ensured that air is flowing toward the exhanst infake .......e.eicsiorinniiirenss o a ﬁ‘

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........cveiinnirninenes 7ﬁ 0 a
6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS

NOTE: Refer to "How to Measure Airflow” Jor technigues.
6a. Measured the quantity of outdoor air supplied (22a) fo each ventilation

L1111 OO OO TRV VON o o a
6b. Caleulated the number of occupants served (22b) by the ventilation unit
under CONSIAETALION ..ottt st s et a 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¢) ......... a

O
0

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

levels I Table 1.ttt et rsar s b e e a o g
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 1............. erserna s en et s rtresen i o o o

NOTES
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Building and Grounds
Maintenance Checklist

Name: mhk-é Vi45 / 2o
School: g[[( Y C[ﬂl\k l/(f) /ﬁg?ﬂ

atc Completed: /E /M

Room or Area:

Signature
Instructions
1. Read the /IAQ 1. BUILDING MAINTENANCE SUPPLIES -
Backgrounder.and . o ) Yes No N/A
the Background 1a. Developed appropriate procedures and stocked supplies for spill control ....JJé» O ([ -
fnformation for 1b. Reviewed supply 1abels ..o e F\ o Qo
this checklist, lc. Ensured that air from chemical and trash storage areas vents to .
2. Keep the tHE OULAOOIE 1uvvvvrereeivasetnseiserssessassnsesssassintsssrssbssbs bbbt e sebabbs bt sbsbanbss e ba bbbt s X o o
) Background ‘ 1d. Storct.i chemical produets and supplies in sealed, clearly labeled I
Information and COREANETS .....crvrrirreseescrsearesss e rse s eressrracrsenesesenns T a a
make a copy of le. Researched and selected the safest producis available...........ccoveeeneeene, a
the checklist for If. Ensured that supplies are being used according to manufacturers’
future reference. instructions o ‘ﬂ, a o
3 c lete th lg. Ensured that chemicals, chemical-containing wastes, and containers are '
' C?\g::?d?s‘? e disposed of according to manufacturers’ INStrucHODS .o )5 a
' 1h. Substituted less- or non-hazardous materials (where possible) ......ccocveernres EL a A
« Check the “yes,” 1i. Scheduled work involving odorous or hazardous chemicals for periods
“no,"” or when the 8chool is UNOCEUPIE ....vvcveecieeessiescris e sees s sss s ssssss et seessessssres )ZR O a
“not applicable” 1j. Ventilated affected areas during and after the use of odorous or
box beside each ‘ hazardons CheBCAIS .ot et s nr sttt ?ﬁ. a a
item. (A “no” '
AT Y 2. GROUNDS MAINTENANCE SUPPLIES

further attention.)

+ Make comments 2a. Stored grounds maintenance supplies in appropriate area(s) .../ O 1
in the “Notes"” 2b. Ensured that supplies are used and stored according to manufacturers’
section as IDSETUCHOME «.evvcoeecveaiceenrece e reeeraeeneersrns e essesseesesransasnrensonsretessansarsasssesnsnsnnrrensins Na:\ a a
necessary. 2¢. Bstablished and followed procedures to minimize exposure to fumes e o
- ' FrOm SUPPHES ettt et s : a
4. Eﬁt}%l:\ntgfe tc;_?: oklist 2d. Reviewed and followed manufactorers ' gnidelines for maintenance.............. B Q O
document to the Ze. Replaced portable gas cans with low-emission ¢ans.........vemeeresessnrens B0 Q0
|IAC Coordinator., 2f. Stored chemical products and supplies in sealed, clearly-labeled
COMEAINETS ,.oovvrecceceeeemsrseriesrmssecmstcecaereue reseaassare resesnisasras sersarasese sesoms pecesesrenrassens K t da
2g. BEnsured that chemicals, chemical-containing wastes, and containers are X
2 0

disposed of according to manufacturers” InstrUCHODS .. oveereeeesveeerreeeeieecrareeas

3. PUST CONTROL

3a, Installed and maintained barrier mats for cntranccs\ZF o 0
3b. Used high efficiency VACUIIN DAES ........c.cceereeemnecrrirenssonareenns R, "W a O
3c. Used proper dusting teCABIQUES ...c.ocoveirconree e et e ssanees EK. a 0o
3d, Wrapped feather dusters with a dust cloth .....cceevririnrimre e ﬁ:. a 4aq
3e. Cleaned air return grilles and air supply Vents ..o vvesieciec e smevenieresescnns ]ﬁ\ a o



4. FLOOR CLEANING Yes No N/A '
4a. Established and followed schedule for vacnuming and mopping floors......... a o :
4b, Cleaned spills on floors promptly (25 DECESSATYY vveeiiiiisrecernrimeesesssssssisanes T o a “ 7
4c. Performed restorative maintenance (2s DECESSATY) ...v.crvesrvversiareeississsesnssscns X 0 Q *%m ]
(]
2 g
5. DRAIN TRAPS -~
5a, Poured water down floor drains once per week (about 1 quart of water) ....... @ o a
5b. Ran water in sinks at least once per week (about 2 cups of water) .....ccourverne ¥w O 0
Sc. Flushed toilets once each week (if not used regularly) ..o ?@ a Q
6. MOISTURE, LEAKS, AND SPILLS
6a. Checked for moldy 00OIS .o rensnressrersrsrsseerrasrassasrarnsseems ot besssiie a a
6b. Inspected ceiling tiles, floors, and walls for leaks or discoloration (may
indicate periodic 16aKs) ..o o e a o
6c. Checked areas where moisture is commonly generated (e.g., kitchens,
locker rooms, and BathTOOME) .......eeec e et rereane - a o
6d. Checked that windows, windowsills, and window frames are free of
CONAENSALE 1..eeeereceriserrreererestesssnrresssneresrass reraros serrrcrrseass sesssmsorens emshebiessbisbsabes 7&3 a a
6. Checked that indoor surfaces of exterior walls and cold water pipes are
. free Of CONABNSALE ..vovievrerererreerrerrenrer et sttt st ss s bastsses s asar s srsmsene a
6f. Ensured the following ateas are free from signs of leaks and water damage:
Indoor areas near known roof of Wall 168K ......o.oeevereiicnnrircersernennereanssesensenns K} a a
Walls around leaky or broken Windows.......vecerrerir it cncnns g o oG
Floors and ceilings under plumbing ... b a
Duet interiors near humidifiers, cooling coils, and cutdoor air intakes ......... ﬁ o a
7. COMBUSTION APPLIANCES
7a. Checked for odors from combustion appliances .......ceicnminsnsnsssenons Y. 0O 0O
7b. Checked appliances for backdrafting {using chemical smoke}........ccecicuiiens o 0
7c. Inspected exhaust components for leaks, disconnections, or deterioration ..., a o
7d, Inspected flue components for corresion and s00t .......coiiinciieciin o o
8. PEST CONTROL
8a, Completed the Integrated Pest Management CRECKIiSt ....uvvevivivvenninennnna, \@ Q g’

NOTES
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: Waste Management Checklist
L) w
' b
: ' Name: MPm \(\\‘( e WMa [z :
) v
. 1 School: F ULS C(w - ot
1 . - . )
H ;) Room or Area: 3T DU o€ Date Completed: { {/q !7-' 4
4 et 7 /. 2,
1 » f AL/ )Y
' Signature ] LTS
: ; 7 77
. 1. WASTE MANAGEMENT
Instructions ASTE Yes No N/A
1a. Ensured that waste containers are appropriate for use (for example,

1. Féeaz the IA dQ q food waste containers should have lids) ... a o
chcBi’;?(;?OE;;n 1b. Ensured that waste containers are Hned.........occvciinnnnnsincnieersensesen s @ a a
Information for lc. Ensured that waste from art, science, vocational classes, etc., are ]
this checklist. handled separately W g O

1d. Labeled recycling bing clearly ... i s o o

2, léeeE the d le. Ensured number of bins and dumpsters is adequate.......coenrininceicronnncnnns o o
in?f(c;) rg'\faottilgn and 1f. Ensured appropriate location of dumnpsters (i.e., away from air intakes,
make a copy of doors, and operable windows in relation to prevailing winds) m a O
the checkiist for lg. Ensured waste c?nfaincrs are emptied regularly Fv a Q
future reference. 1h. Ensured appropriate waste removal schedule oo B a a

3. C lete th 1i. Ensured waste is siored in a well-ventilated room ........covvinimnmnsrenisnnnnrad! "4 I R

' C?]?ci!?::} e 1j. Ensured any exhaust fans in the room are operating properly «o..occeenennennns a a
' 1k. Checked waste storage areas for odors, contaminants, or signs of vermin..... a aq
» 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
I1AQ Coordinator.
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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,

3. Complete the
Checklist.

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

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

4. Return the checklist

portion of this
document to the
|AQ Coordinator.

Walkthrough Inspection Checklist

Name: __ f\(\:\\{’f_?_ \[V\)Q {Zé\/\
Schoel: _E!.fs C(a«r{é- __ /
A7e. Bt dapate Completed: l/ z//zﬁf

Room or Area: =g\ T1L/ T YA
< -

Signature:

1. GROUND LEVEL

Yes No N/A

la. Ensured that ventilation units operate properly ... ecerrievcrsinermrarmenns a o
1b. Ensured there are no obstructions blocking air intakes E a o
le. Checked for nests and droppings near outdoor air intakes ..o §, Q0
1d. Determined that dumpsters are located away from doors, windows, and

OMEAOOT AT AMEAKES ©ovvvvoirssracsssisesseeeraeassese s e s sneeemsse e ensess et seeenss s ssns A 0 0
le. Checked potential sources of air contaminants near the building

(chimneys, stacks, industrial plants, exhaust from nearby buildings) ‘Si G Qa
1f. Ensured that vehicles avoid idling near outdoor air intakes ......ocevvceeencenrn ‘ﬁ a a
lg. Minimized pesticide applHEation ... s sssss s e erssssrsens a a
1h. Ensured that there is proper drainage away from the building (including

TOOT AOWRSDOULEY 1vvivieeeisiereieieciersietsbemeceecesesseessaresesmense eseena e snssaestnsansbebassssnn a o
li. Ensared that sprinklers spray away from the building and outdoor

AL INEAKES oo e g4 a o
1j. Ensured that walk-off mats are used at exterior entrances and that

they are cleaned regularly ... vceecorecaecens s s seae s e s s rassenessacsesens ﬁl g a
2. ROOF

While on the roof, consider inspecting the HVAC units (use the Ventilation Checklist).

2a. Ensured that the roof is in good condition ..........oemiiieeceeet s eeeseieseeeeseins w. o o
2b. Checked for evidence of water POnAING .......ccvoveeriviverrsiesssieiesiesrssessssimases § o a
2c. Checked that ventilation units operate properly (air flows in).....crvvervevrenrernes o Q
2d. Ensured that exhaust fans operate properly (air flows out)..c.occeervicercrenenens B 0O 0
2e. Ensured that air intakes remain open, even at minimum setting .........c..ooeeo.. ®W O a
2f. Checked for nests and droppings near ontdoor air Intakes ........ccoveerirnnirenne ﬁ a 0
2g. Ensured that air from plumbing stacks and exhaust outlets flows away

from outdoor air intakes ?CEI a o
3. ATTIC
3a. Checked for evidence of roof and plumbing leaks ]@* a o
3b. Checked for birds and ARIMAl RESES vvrmvvscsvsenrrsosmsssrsnsnse B, @ O
4. GENERAL CONSIDERATIONS
4a. Ensured that femperature and humidity are maintained within

2CCEPLADLE TANEES w.vvvvreecsirnssessssrerassaenssenssssssssssstasssssssssssnssessssssennercseemnrene Yy 3 0
4b. Ensured thaf no obstructions exist in supply and exhaust vents ... J& - 0 0
4. Checked for 0dor8 o e en a 0

a o

4d. Checked for signs of mold and mildew growth ......cvecvircveccnnrnrnccesersnenns



4. GENERAL CONSIDERATIONS {(continued}

Yes No N/A
4e, Checked for signs of water damage ..., ﬁa 1
4f, Checked for evidence of pests and obvious food SOUECES ....crvvvvreerrverrcrinrines w a a
4g. Noted and reviewed all concerns from school 0ccUPants .......orvreersrerscesaanes q a Q

5. BATHROOMS AND GENERAL PLUMBING

5a. Ensured that bathrooms and restrooms have operating exhaust fans ............, ﬁ) a
5b. Ensured proper drain trap maintenance:

Water is poured down floor drains once per week {(approx. 1 guart of watcr)ﬁ, [

Water is poured into sinks at least once per week (about 2 cups of water) .2l 0O O

Toilets are flushed at least once per week .oviciiicreciisnnnn, b anes [
6. MAINTENANCE SUPPLIES
6a. Ensured that chernicals are used only with adequate ventilation and when

building is NROCCUPIEd ..ot s e ¥, 0 0
6h. Ensured that vents in chemical and trash storage areas are operating

properly }éa Q 0O
6¢. Ensured that portable fuel containers are properly closed .....ovviiinvniecrerenns ﬁ a o
6d. Ensured that power equipment, like snowblowers and lawn mowers, have

been serviced and maintained according to manufacturers’ guidelines.......... ﬁ) a a
7. COMBUSTION APPLIANCES
7a. Checked for combustion gas and fuel odors E a a
7b. Ensured that combustion appliances have flues or exhaust hoods .......cvieees, o a
7c. Checked for leaks, disconnections, and deterioration ........e.eeeeesreseseeceseises o o
7d. Bnsured there is no soot on inside or outside of flue components......covevevvns 1?; a a
8. OTHER
8a. Checked for peeling and flaking paint (if the building was built before

1980, this could be a lead hazard) .......c.ococuueerseesreeseeseessssessssssssssssssesesssrsony ® 0o 0
8b. Determined date of 1ast radon eS8t ....ccivccerirerecssimsnssssssi e rrsensnee \FL a a

NOTES leep animad Lol bins covered ot all %o,



Instructions

1. Read the [AQ
Backgrounder and
the Background
Information for
this checklist.

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

3. Complete the
Checklist.

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

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

4, Return the checklist
portion of this
document to the
IAQ Coordinator,
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Integrated Pest Management
Checklist

— I e Molzon
School: E{ Cs (‘(,

Room or Area:

- Date Completed: \ 1 7}{

1. OFFICIAL POLICY STATEMENT
Yes No N/A
la, Developed or located the school’s official policy statement for integrated
pest management (TPM) ..o s sssassineis a o

2. DESIGNATING PEST MANAGEMENT ROLES

2a. Assigned and frained a qualified person to be the pest manager ..o % Q o
2b. Involved decision makers in the IPM PIOBTAIN ....vvirrereecieieisierssissamsnanaraes a o
2¢. Rducated students and staff (the occupants of the building) about IPM

and asked them to keep their areas clean and free of CHIEET vvrerrvcnrrnrnencs ﬁ o o
2d. Encouraged parents to learn aboui IPM practices and implement them

A OIS 1. visserserreeeemece s eires e s s b st eb s v sa e sa prns rasasas e R bbb 0 a o
2e. Developed a program to educate and train all IPM participants ... & 03 §
2f. Included language about IPM into contracts with pest management A

DEOTESSIONALS 1vuvverrsresenmescseseeeseessessscasessinssasssas s s ssass s semsanbn s sems s s o a

3. SETTING PEST MANAGEMENT OBJECTIVES

3a. Set appropriate pest management objectives for school buildings (such as
preventing pests from interfering with students’ learning environment
and preserving the integrity of the building Structure) .........covereceneessinacns o 0

3b, Set appropriate pest management objectives for school grounds (such as
providing safe playing areas and the best athletic surfaces possible) ........... ﬁ

4. INSPECTING, IDENTIFYING, AND MONITORING

4. Inspected all buildings and grounds for pest evidence, entry points,
food, water, and harborage sites ﬁ“
4b. Identified potential pest habitats in buildings and grounds w}@
4c, Pinpointed the source of any current pest Problems ... oo
4d. Monitored to determine the extent of pest problems and to estimate pest ]
POPUIALIONS w.cecvveinteas st errremee et ssaea s s s s er s s pos b st &
4e, Developed plans to modify habitat (for example, exclusion, repair, and

0O 0o popoo
0D 0O 0oDpOo

sanitation efforts) to prevent or resolve any pest problems ....coeeeciviveeneee. /@
4f, Established a monitoring program that consists of routine inspections to
estimate pest population levels and identify evidence of pests and
potential BABIAL ....c.cvcieore ittt st e 76 a o



googogocooopo

5. SETTING ACTION THRESHOLDS

5a. Evaluvated all available data obtained through inspecting, identifying, Yes N
and monitoring qﬁ-

5b. Determined how many pests the school buildings, grounds, and
OCCUPANES CAN LOLEIATE 1uuvneiee et s e e b b

5¢. Set action tAresholds ........ouvcrererreerser et e e erebarens g

6. PREVENTIVE STRATEGIES

INDOOR SITES

6a. Implemented approptiate strategics to prevent pests from inhabiting the following areas:
@ BIMITWAYS cevueuerirrmercssresesremssesssnissirsrasseneressesssresenssenesioessisss onsstssssassasassmaseases iQ, ]
# CIASSIO0MNS ...oceevrieiisrcisseieseiee s st sa s en s sessssenss s n bbb e s sanan e desmb b b bsbane 4a u
® GYINBASIUITIO 1rverirenrreraeseraeressasnrorsrrsressrmssssassssstnsssuts sostess et s sesansansssmsasns sessnste ﬂ a
¢ LOCKEE FOOMIS ..o ivernencninriirersnes e rras s rsas s easassssms st snssams s sssassasbs sessvnssssonnon B Qa
¢ OFFICES oveeeeeesecremsresssessssisissssssssrsssssssesstasssssssnssamsseessasrsssssssssssmrsmseccsssenessee B0 O
o SHAFF IOUNZES 1.vrvissiinisnsrmrn s rsssisss s e ser st e s ssa s et shsaaba s skt bEmsnsebe a
¢ BAthIOOIMS 1uveeieseee it tensinsises i s e bt shs Eoat s s onras s b e s s E a
= Food preparation and SEIVINE ATEAS .. wiviviissrsesierrirssescsnsrienmistessessas csssrnses a
« Rooms with extensive plumbing ..o reeveesrsssersnsassseseensercrsssrerssecenece gk
* Maintenance areas ...t issssassb s en s s s nn a0
L i 17 SO OOV U U OYOT I TPTUTORPT: O

OUTDOOR SITES

6b. Implemenied appropriate strategies to prevent pests from inhabiting the following areas:

Ta,

Te.

7d.

Te.

71,

T1e.

* PIAYETOUNAS ...oves e et b b bt s sa s e ens e e
* ParkinE LOLS ..vvvserecisiecvesesissssnssnssntserssrssnsssssssenmsmtssemsenssssanssssnsssonsasassnsons
+ Lawns and athletic fIelds.....omv v cvreiccicisrcnsessicsnsssssssessssessmsssmesse s snese

= Teaching gardens or greenhouses
» Loading docks ...oreeceerninnerenierenmermssnnnnsansinns

* DUINPELELS w.riaeeerrenresirerass e ser s ssrssse st smsasbs o bansebe s s srs s R se s san e s anssas et
= Areas with ornamental shrubs and trees ..ovvvvrvrecriee e

PESTICIDE USE AND STORAGE

Explored alternative pest management methods before concluding that

PEStcIES WETE NBCESSATY wovvviiesirerreeremincsiecsesscas st assass st sestan s aaras
. Ensured that pest management professionals integrate [PM into their
pest management MEthOds ...

Identiified the least toxic, target-specific chemical (or pesticide
formulation) that is the most effective to address the pest problem,

preferably as baitsand gramules ...

Reviewed and followed all label instructions on pesticides and learned

how to properly apply and handle these chemicals ...oimieroerinescrnencnns

Used spot-treatment {or bait, crack, and crevice applications) to apply
‘pesticides whenever possible and only treated the obviously infested

Planis in tHe ATEA .. ceirrier sttt et ar b s s s nen
Used protective clothing or equipment when applying pesticides...............

Placed all pesticides in tamper-resistant bait boxes or locations that are

inaccessible to children and non-target SPECIES.....ovviceeeecrienie v

co
oo

DoooaogogoD

RofeRayatel: Yoy




7. PESTICIDE USE AND STORAGE (cont.}
’ ‘: 7h. Locked or fastened lids of all bait boxes and placed bait away from the ~ Yes No N/A
!; FURWAY OF the DOX 1t st ssts st sessersiennd @ a a
) : 7i. Applied pesticides when occupants were not present or in areas where
) they would not be exposed to the chemicals ?3 a o
%{ 7i. Ensured that school occupants (students and staff) are notified of
o upcoming pesticide applications through posted notices and/or letters..........! O O
15 7k. Ensured that parents are notified of upcoming pesticide applications
- | ThEOUEH IEHETS ovuveirereerereesemsesiesesesessesssmrersersare bbb s sr s rasisas P) G o
- 7. Kept copies of current pesticide labels and information on pesticides
€aSIlY ACOESSIDIE 1ovvvoveeseeceene s scssssiressssrssssssssasssssersrenssssserssnssrmngg - H
Tm. Stored pesticides off site or in areas that are locked and accessibie only to
designated PerSONNE... . vr e i e a a

7n. Ensured that storage areas are adequately ventilated and are located away
from areas prone to flooding or where spills or leaks may contaminate
HE BAVICONIMBNL ceceeececeivissecrerirarersnssas e e ressssisathatessssssassnsssssansssnscsnsesesens
7o. Ensured that flammable liquids are stored away from ignition sources /‘E\
7p. Ensured that pesticides are stored in their original containers and all fids
are seourely fastened ... e it
7q. Ensured that air in the storage space cannot mix with the air in the central
ventilation SYSIBIN ... ... e st re s s o s shat st e ‘Ff

g 0O o0

0o 0O do

8. EVALUATING RESULTS AND RECORD KEEPING

8a. Ensured that accurate, up-to-date records of [IPM practices and a pest
management log for each property are Kept ....vuivremerecee et
8b. Ensured that pesticide records necessary to meet all state, Jocal, and school
board requirements are mAINtAINed ...
8c. Ensured that each log book contains the following itemns:
= Copy of the pest management PIAR ... s s i ‘é
» Service schedules for maintenance of buildings and grounds........coveeeeeeeeins
» Current EPA-registered 1abels .....oceceonecesie ettt
« Current Material Safety Data Sheets (MSDS) for each pesticide project....
= Pest surveillance data Sheets ... s
« Diagram noting the location of pest activity, traps, and bait stations ........... a

D
"
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Food Service Checklist

Name: , NN\ !/ Y\ Ijie/ ,}@ZD ém
School: E[Ltg ()_[&JJ{;—-
Enhre,

L}

Room or Area:

Date Completed: l q ﬂ\
.

Signature:

1. COOKING AREA

Instructions
la. Determined that local exhaust fans operate properly (note if fans are Yes No N/A
1. Read the IAQ EXCESEIVELY TOIEY) 1evvirrirerreirsscecssararasarsisansrsssssesessnesnssassassessnsreresressrsrernssecaison ﬁ O a
Backgrounder and 1b, Checked for odors near cooking, preparation, and eating areas ‘ 0 ﬁ/
the Backg round lc. Ensured that exhaust fans are used whenever cooking, washing dishes,
Information for :
this chacklist AN CEANINE 1vtrmeee ettt et ettt e n e er e sa s e s bdne sttt s a a é‘
) 1d. Determined that gas applances function properly ... a Qa
2. Keep the le. Verified that gas appliances are vented outdoors ....oceervreencibimcccnissiinicsisenens a a \ﬁ,
Backg rol:lnd 1f. Ensured there are no combustion gas or natural gas odors, leaks, back-
Information and drafting, or headaches when gas appliances are used Iﬁ‘ a Q
;Egk:h::k?iz ¥ g{ 1g. Ensured that kitchen is clean after USE ...........covreeecvermeseenseremsrcscassmmseneceserres a Q \P-
future reference th. Checked for signs of n}i::robiological growth in th_e kitchen, including
‘ ) the upper walls and ceiling (for example, mold, slime, and algae) ............c.... 0 o )é-)
3. Complete the li. Selected biocides registered by EPA (if required), followed the
Checklist, manufacturer’s directions for use, and carefully reviewed the
« Check the “yes,” method of BPPLICALION ....ccvi e cre s st st o 0o
“no,” or 1j. Verified the kitchen is free of plumbing and ceiling leaks (signs include
“not applicable” ' stains, discoloration, and damp areas) .....cveerrisncnccs e et ane s 0 0 F
box beside each
item. (A “no” 2. FOOD HANDLING AND STORAGE
:gzz?r!;?fu rther 2a, Checked food preparation, cooking, and storage areas for signs of insects
attention.) and vermin (for example, feces or I8MAINS) ... s a o fﬂ)
2b. Stored leftovers in well-sealed containers with no traces of food on outside
* Make comments SUTFACES 1.vvvvvusserressseresssmsasessmsasssesssseesssasessesssessesssnisssenssssnsansasassessaseneereessnsssins o a
Isr:.z;:‘iin I:;Dtes 2¢. Ensured that food preparation, cooking, and storage practices are sanitary .1 O ;
necessary. 24. Disposed of food scraps properly and removed crumbs ........ccococeeniieisianns O o é.
2e. Cleaned counters with soap and water or a disinfectant (according fo
4. Return the checklist SChOOL POLIET) crveverinieversirsir st s srme st sessens s s s st st b s o o ’é’
522']?_:;1: tt}; '?he 2. Swept and Wet INOPPEA FlOOTS ..., vvreeeemereeemesieeemssseseeesssssiesmsasesisssisessessssssseses Rq s
AQ Coordinator. 3. WASTE MANAGEMENT
3a. Selected and placed waste in appropriate cODtAINETS ....ccoveeerrrereneccscssnisinsins \FL a o
3b. Ensured that containers’ lids are securely closed ....ccaeincencincnciineens \ﬁ o o
3¢. Separated food waste and food-contaminated items from other wastes, d
IE POSSIBIE oot ir i e st e e s e b et ,)él a Aa
3d. Stored waste coniainers in a well-ventilated area ........c.coceiiniiinniinninns ﬁ Q o
3e. Ensured that dumpsters are properly located (away from air intake ’
vents, operable windows, and food service doors in relation to
prevailing winds) .. e 7& a a



4. DELIVERIES

Yes No N/A
4a, Instructed vendors to avoid idling their engines during deliveries ... \ﬂ a a
4b, Posted a sign probibiting vehicles from idling their engines in
TECEIVINE BIEAS L,rerirerissiraresiosinssmssnssrasisissssrassssesetssonmaseseas babsbontnbasssssmssssnnsssirass g a
4c, Ensured that doors or air barriers are closed between receiving area
AN KIEREI c.tveeeisceoe e s siin s e e b s s e b s - a QO

=lles Clark.



Ventilation Checklist

Narme: ‘
School: _[{-‘f ()KJ{,F{Q

Unit Ventilator/ AHU No: &4 8L

Room or Areds£2l fr Wi Al .

Signature Vel
Instructions
1. Read the JAQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background .
Information for Ia. 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) ... P’ g n
Ib. Ensured that the ventilation system was on and operating in “occupied”
2, Keep the IOGE v e e s s st oo Fa o
Background

information and
make a copy of
this checklist for

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

each ventilation OF COVEES 1iruereisirisinermissssssnesernisenmssssssasisissimst sesssssssrnresbansinsassanbnsts saassssnssestonarnas g o
uniti cho 1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
in your school, ry
aswell as a frequently block an IBtAKE) ..e..ruyieeeerecrr e e stsessesses e rneseesses s sansenensns )ED o a
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-IGIING ATEAS) ...c..cummmrmmerresmsessessrssrsrermssesssess st sesssissessasssinn ﬁ a o
. m 1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
* Elhecﬂ( the “yes, toilet, or laboratory exhaust fans; puddles; and mist from .
"no,"or AIT-CORAHONING COONIE EOWEES) v e sererrsesessrs s >Q oQ
bnotbappclllcab[eh 1g. Resolved any problems with pollutant sources located near outdoor air
i’tgl)‘(n ?:' ,,ﬁc?fc intakes (e.g., relocated dumpster or extended exhaust pipe) .......ccovevrivirisienns a a
response )
requires further ACTIVITY 3: AIRFLOW ‘ _ | .
attention.) Ih. Obtained chemical smoke {or a small piece of tissue paper or light plastic) ;Eﬁ a
Make comments li. Confirmed that outdcor air is entering the intake appropriately ........ccoceeee )Q:‘ 0 Qa

In the "Notes 2. SYSTEM CLEANLINESS N"’%
necessary. ACTIVITY 4: ATR FILTERS S
4. Return the checklist 2a. Replaced filters per maintenance schedule )Q 0O O
portion of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the N S, S - (R = Js
IAQ Coordinator. 2¢. Vacuumed filter areas before installing new filters ........ocoveveeeienveeiessesinienn. ¥ 0 0O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing
Around) the GiL FIHEr ... vt st seeb s n e nese b a 4
2e. Confirmed proper installation of filters (correct direction for airflow) g a a



2. SYSTEM CLEANLINESS (continued)

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

ACCUIMMATINEY 1vvovrrrremsroerrerressrmccee s s ies et st s st
2g. Cleaned drain PANS ... iimsns s s esiiecsssssseneness s
2h. Checked drain pans for mold and mildew ..o

ACTIVITY 6: COILS

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

ACTIVITY T: 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 ...ouvoicricnnnin
2k. Ensured that ducts a1 Clean .........cceicinmimmirnm e

ACTIVITY 8: MECHANICAL ROOMS

21. Checked mechanical reom for unsanitary conditions, leaks, and spills ....
2m, Ensured that mechanical rooms and aic-mixing chambers are free of trash,
chemical products, and SUPPIES .....ccoervcrrcresrmnirerremrmree e e

3. CONTROLS FOR OQUTDOOR AIR SUPPLY

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

3b. Ensured that minimum position provides adequate outdoor air

TOE OCCUPAIES 1ovvvererreemessrsasiribisisssbssissias st sm s b sa b sas s sabsas s Ene s ararons denrbrsaranses

ACTIVITY 9: CONTROLS INFORMATION

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

requirements, controls specifications, as-built mechanical drawings,

Yes No N/A

¥ o a
}éa Q

and controls operations manuals {often uniquely designed) ‘P O a
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned sammer-winter switches to the correct posHion ......veecveieeicennnans ﬁ‘) a a
3e. Set time clocks appropriately .o Eb g a

3f. Ensured that settings fit the actual schedule of building use (including

DIGH/WEEKEDA USE) ovvvrneerrenrmmsimsiasss e sn st s essnrensas e ssessas st ssssasnsasanss

ACTIVITY 11: CONTROL COMPONENTS

3g. Ensured appropriate system pressure by testing line pressure at both the
occupied (day) setting and the unoccupied (night) setting .....c.ccoonnienns
3h. Checked that the line dryer prevenis moistare buildup ..c.ceverevvicecicenns

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

blow down the tank) ... i st
3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or ObStIUCHONS) v ensssenees

ACTIVITY 12: OUTDOOR AIR DAMPERS

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

31. Ensured that the recirculating relief and/or exhaust dampers are visible

FOT INSPECHION ...\t s s s s s s s st s b na s

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

outdoor air damper is within the normal operating range .........o.ooeeeevivieen

ween

& a

o

o
ulm

0o o
¥ K ¥¥

[

)a’/ o o

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

range fo continue,

¢
E
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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 shutting off appropriate air Bandler ...t b 2? Qa

30. Checked that the outdoor air damper opens (at least partially with no delay
when the air handler i8 TIENEA ON .cvvviiiicncnii e i @ Q

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 10 85T v N O

3q, Ifin cocling 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 18 86t 10 45°F ....civeierncrnminsensessarsersssnas \ﬂ
3r. Tf the outdoor air damper does not move, confirmed the following items:

s The damper actuator links to the damper shaft, and any linkage set
screws Or BOHS are HERt ..o e e

«  Moving parts are frec of impediments (e.g., rust, COITOSIoN) .......ouviveveen, -

« Electrical wire or pnenmatic tubing connects to the damper actuator ....... ).

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

O

0O Bog

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

ACTIVITY 13: FREEZE STATS

3s. Disconnecied power to controls (for automatic reset only) to test continuity

BCTOSS LEIMIINALS .oeoeecvicirie et s e crerecsnecse e ane s s srns s er s nsans e e s ‘ﬁ: ... Q

OR

3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates frecze stat was -

Lt 25174 | OO T PO OO O PN \FL a

3u. Assessed the feasibility of replacing all manual reset freeze-stats with

AULOMALIC TESEL FTEEZE-SIALS 1.nvervsecrecaseessaene st semmsisessasscssms st sassar s samsrssssisns a o 2@

NOTE: HVAC systems with water coils need protection from the cold. The freeze-siaf 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

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SEHNE ..virveevr e e ?0 Q

ACTIVITY 15: ECONOMIZERS

3x. Confirmed proper economizer settings based on design specifications or
TOCAL PTACHICES c.oovevessecreseierseresnrresrsmrassreas s e st e e sie e sberse i st sr e enerearasasnas Q Q

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

3y. Checked that sensor on the economizer is shielded from direct sunlight ....... g Q
37z. Ensured that darnpers operate properly (for outside air, return air,

a

0o

Lo oODoo

Q

exhaust/relief air, and recirculated air), per the design specifications ............ a 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 ecanomizers, 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 ig satisfied).......cccevreerrimersirsvsccennirsieniony a 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 system

PErform as reqUETEd ... ..ot et s s z a a
4b, Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are funNCHONINE ......cccevenriveiiressernreerersrrsssencreens a a

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

4¢. Made sure every occupied space has supply of outdoor air (mechanical
system or operable windows) OO RSOOSR - N 5 B |

4d. Ensured that supply and retumn vents are open and unblocked ... g a

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 cutdoor

AE SUPPLY 1o vvenrnseeserrrrrererssrresenrrssmssomeescmee e bbbt bbby s b bbb E bR sas R st o Q
4f. Modified existing HVAC systems to incorporate any room or zone layout
and population ChANEES ... e s O o )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 ... 2 0 a0
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

BOIVILIES 1veuiarteueeeriereriensscasnerarseer e srsasenerta e an bbb se bbb e bbb e h AR e a0 ﬁ a
4i, Ensured that classrooms are free of uncomfortable drafts produced by air & p

from Supply terImINAlS ..ot rmissn e e e w a o

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutants, the ventilation system is designed fo
maintain posifive pressurization in the building. Therefore, ensure that the sysiem, including
any exhaust fans, is operating on the “oceupied” 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) ......ccoiiiisiissns s s ensse asnssd a QO

5. EXHAUST SYSTEMS
ACTIVITY 19: EXHAUST FAN OPERATION

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
AAJACEIE SPACES .. eurrcerierrireriereeratsesssesssassnserssansscastressasessrasnsssnssussasssssnenasnasensn a 0o

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

5c. Ensured that air is flowing toward the exhaust infake .....ocoiicincccnsinnnnecen a a %D

ACTIVITY 21: EXHAUST DUCTWORX
5d. Checked that the exhaust ductwork downstream of the exhaust fan (which is _
under positive pressure)} is sealed and in good condition .......ccvvciiicinscnnns a a )ﬁ
6. QUANTITY OF OUTDOCR AR
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

THAEE 1ovevvvereusnenennnsvessenssrst e s sesmss s s seme s e e e s e et R e e a a
6b. Calculated the number of occupants served (22b) by the ventilation unit

UNAEr CONSIAETALION ... e criecesecrececeecinrerer s e smc s e oemie b b reecms b simsnr s a o
6¢. Divided outdoor air supply (22a) by the number of occupants (22b) to

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

ACTIVITY 23: ACCEPTABLE LEVELS OF OUTDOOR AIR QUANTITIES
6d. Compared the existing outdoor air per person (22¢) to the recommended
levels InTAbLE 1.t s e s e a
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 L. e g 4
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