SPECIAL MEETING
GRISWOLD BOARD OF EDUCATION

Griswold Middle School Cafeteria, First Floor TUESDAY,
211 Slater Avenue June 10", 2025
Griswold, Connecticut 06351 6:00 PM

This meeting will be live-streamed on our District Facebook Page
Call to Order

Pledge of Allegiance

Approval of the Minutes
A. Special Meeting-May 21%, 2025
B. Regular Meeting-May 22, 2025

Communications
A. May 21%, 2025, Letter from State Representative Brian Lanoue to Governor Ned Lamont

Awards/Recognitions

A.Recognizing Matthew Perea, GHS Class M State Champion in Track & Field - Discus

B. Recognizing Corey Beck, GPS Network Specialist, as the GPS Outstanding Employee of the 4" Quarter
for the 2024/2025 School Year

C. Recognizing Laurie LaBossiere, GMS Library Media Specialist, for being Named Connecticut 2025
SchoolAl Educator of the Year

. Consent Agenda (All routine items can be approved with one motion and without discussion. Points of
clarification and discussion requests can be allowed.)

A. Review, Discussion, and Possible Action to Approve New Policy #5131.911 - Students - Connecticut
School Climate Policy - Policy Statement, Second Reading

B. Review, Discussion, and Possible Action to Approve New Regulation #5131.911 - Students - Connecticut
School Climate Policy - Policy Statement, Second Reading

C. Review, Discussion, and Possible Action to Approve the Maintenance & Facilities Checklists for
Griswold Elementary School

D. Review, Discussion, and Possible Action to Approve the Maintenance & Facilities Checklists for
Griswold Middle School

E. Review, Discussion, and Possible Action to Approve the Maintenance & Facilities Checklists for
Griswold High School

F. Review, Discussion, and Possible Action to Approve the Maintenance & Facilities Checklists for
Griswold Soule Street Academy

G. Review, Discussion, and Possible Action to Approve the Food Services Checklists

New Business
A. Review, Discussion, and Possible Action to Approve the Connecticut State Department of Education’s
Authorized Signature Change Form for the ED-099 Agreement for Child Nutrition Programs Agreement



10.

Lk

B. Review and Discussion on Revised Policy #4000.1/4200.1 - Personnel - Certified/Non-Certified - Sexual
Harassment/Title IX - First Reading

C. Review and Discussion on Revised Policy #5145.44 - Students - Sexual Harassment/Title IX - First
Reading

D. Review and Discussion on Revised Regulation #4000.1/4200.1 - Personnel - Certified/Non-Certified -
Sexual Harassment/Title IX - First Reading

E. Review and Discussion on Revised Regulation #5145.44 - Students - Sexual Harassment/Title IX - First
Reading

F. Review and Discussion on Revised Policy #6146 - Instruction - Graduation Requirements

G. Review and Discussion on Revised Policy 5142 - Students - School Safety: Preparation, Response, and
After Action, First Reading

H. Review and Discussion on New Regulation #5142 - Students - School Safety: Preparation, Response, and
After Action, First Reading

I. Review and Discussion on Revised Policy 5114 - Students - Suspension and Expulsion/Due Process, First
Read

J. Gifts and Donations: Review, Discussion, and Possible Action to Accept The Home Depot Foundation

Grant Award in the amount of $1,922.23
K. Review and Discussion on the Wanda Brunette Scholarship Awardees

Old Business
A. Review, Discussion, and Possible Action on the Initial Budget Proposal for the 2025-2026 School Year
B. Review, Discussion, and Possible Action to Approve the Potential Capital Committee Projects for the

2025-2026 School Year

Administrators’ Reports

A. Assistant Superintendent Spotlight on the Revised K-12 Math Curriculum--Glenn LaBossiere, Assistant
Superintendent; Pat Feeney, Director of Instructional Improvement-Learner Diversity; and Jessica
Gillespie, Director of Instructional Improvement-Innovation

Superintendent’s Report

A. Vacancies/Appointments/Resignations

B. Timely Updates

C. *End-of-the-Year Review and Discussion on the Superintendent’s Goals and Objectives for the
2024-2025 School Year, per policy 2400

Committee/Board Reports

A. Policy Subcommittee Update - Yvonne Palasky

B. Negotiations Subcommittee Update-Mary Beth Malin
C. Facilities Subcommittee Update-Cathy Waselik

12. Adjournment

*The Board may go into executive session on these items per Connecticut State Statute § 1-200 (6).



Board of Education Meeting Notes
SPECIAL MEETING
LIVE: GRISWOLD MIDDLE SCHOOL CAFETERIA
Tuesday, June 10™, 2025
6:00 PM Start Time
ADOPTED GOALS

1. Griswold Public Schools will commit to the advancement of social and emotional competencies in inclusive and equitable
learning environments so that all of our students can grow and thrive.

2. Griswold Public Schools will focus on promoting the implementation and expansion of Blended and Personalized Learning
in all PreK (Early Childhood Program)-12 learning environments.

3. Griswold Public Schools will explore and implement research-based instruction to improve outcomes for all Griswold
Students.

ENCLOSED ARE THE MEETING NORMS

NOTE: The purpose of the notes is to provide more context to each agenda item, so that our meeting times are
productive and offer Board members the background information to ask for clarification, to ask for additional
information, and to discuss matters they deem necessary. If there are any questions or information not included
in the notes or packet and you have questions ahead of time, please let us know.

1.  Call to Order

2.  Pledge of Allegiance

3. Approval of the Minutes
A. Special Meeting— May 21¥, 2025 - See enclosed.

B. Regular Meeting - May 22, 2025 - See enclosed.

4. Communications

A. May 21%, 2025, Letter from State Representative Brian Lanoue to Governor Ned Lamont - See

enclosed.

5. Awards/Recognitions

A. Recognizing Matthew Perea, GHS Class M State Champion in Track & Field - Discus - We are so

pleased to bring forward GHS senior, Matthew Perea, to celebrate his Class M State Championship title
for the Discus in Track & Field.

B. Recognizing Corey Beck, GPS Network Specialist, as the GPS Outstanding Employee of the 4% Quarter

of the 2024/2025 School Year - We are very pleased to bring forward Corey Beck, who works in our
Technology Department as a Network Specialist and who also runs our Griswold Public Schools’ Print
Shop, as the district’s choice for Outstanding Employee of the 4th Quarter for the 2024/2025 school

year.

C. Recognizing Laurie LaBossiere, GMS Library Media Specialist, for being Named Connecticut 2025

SchoolAl Educator of the Year - It is with great pride and excitement that I share some outstanding
news from our district. One of our own educators, Laurie LaBossiere, GMS Library Media Specialist,




has been named the Connecticut 2025 SchoollA Educator of the Year. Please join me in celebrating
and congratulating Laurte on this well deserved honor.

6. Consent Agenda (All routine items can be approved with one motion and without discussion. Points of

clarification and discussion requests can be allowed)

NOTE: Given that the building/maintenance checklists are routine matters each year, we are including
these items on the “consent agenda”. Tom Verville, Director of Facilities, will be available for any
questions, etc. Of course, any consent agenda item can be discussed should any BOE member like to
discuss and we always welcome Board Members to do so.

A.

B.

G.

Review, Discussion, and Action to Approve New Policy #5131.911 - Students - Connecticut School
Climate Policy - Policy Statement, Second Reading
Review, Discussion, and Action to Approve New Regulation #5131.911 - Students - Connecticut

School Climate Policy - Policy Statement, Second Reading

Review, Discussion, and Possible Action to Approve the Maintenance & Facilities Checklists for

Griswold Elementary School

Review, Discussion, and Possible Action to Approve the Maintenance & Facilities Checklists for

Griswold Middle School
Review, Discussion. and Possible Action to Approve the Maintenance & Facilities Checklists for

Griswold High School
Review, Discussion, and Possible Action to Approve the Maintenance & Facilities Checklists for

Griswold Soule Street Academy
Review, Discussion, and Possible Action to Approve the Food Services Checklists

New Business
A,

Review, Discussion, and Possible Action to Approve the Connecticut State Department of Education’s
Authorized Signature Change Form for the ED-099 Agreement for Child Nutrition Programs

Agreement - The ED-099 Agreement for Child Nutrition Programs requires the Griswold Board of
BEducation to vote and approve the authorized signatures on the change form for the ED-099
Agreement. With the resignation and recent departure of Deb Martin as an authorized signer on the
ED099, we must remove her name and add Erik Christensen’s name as the person to sign off until a
new Business Manager is hired. As our Interim Director of Fiscal & Personnel Services, he will be the
correct person to sign off on the Child Nutrition Programs along with myself as Superintendent of
Schools.

Review and Discussion on Revised Policy #4000.1/4200.1 - Personnel - Certified/Non-Certified -

Sexual Harassment/Title IX - First Reading
Review and Discussion on Revised Policy #5145.44 - Students - Sexual Harassment/Title IX - First

Reading

Review and Discussion on Revised Regulation #4000.1/4200.1 - Personnel - Certified/Non-Certified -
Sexual Harassment/Title IX - First Reading

Review and Discussion on Revised Regulation #5145.44 - Students - Sexual Harassment/Title IX -

First Reading
Review and Discussion on Revised Policy #6146 - Instruction - Graduation Requirements

Review and Discussion on Revised Policy 5142 - Students - School Safety: Preparation, Response, and
After Action, First Reading




H. Review and Discussion on New Regulation #5142 - Students - School Safety: Preparation, Response,

and After Action, First Reading

1. Review and Discussion on Revised Policy 5114 - Students - Suspension and Expulsion/Due Process.
First Reading
The Board’s Policy subcommittee met on June 4", 2025, and reviewed and revised all policies and
regulations listed above and voted to send them forward to the full Griswold Board of Education for
a first reading. For all Harassment/Title IX policies and regulations, the only change has been to
identify Chris Champlin as the Title IX Coordinator.

J. Gifts and Donations: Review, Discussion, and Possible Action to Accept the Home Depot Foundation
Grant Award in the Amount of $1922.23 - [ would ask the Board to accept the grant award from the
Home Depot Foundation in the amount of $1,922.23 with gratitude.

K. Review and Discussion on the Wanda Brunette Scholarship Awardees - Enclosed in your packets are a
list of all Tier I, Tier Il and Tier III recipients of the Gerard & Wanda Brunet scholarships for your

review and discussion, if needed.

8. Old Business
The Board has decided to keep these items on the agenda until further notice. Board members are
encouraged to discuss any matters related to the Initial Budget Proposal under this section. Given that the
Town of Griswold, Board of Finance, is scheduled to meet on June 11%, 2025, I would suggest that we wait
for direction from the BOF. Additionally, until our budget passes, no suggested changes will be brought
forward.
A. Review, Discussion, and Possible Action on the Initial Budget Proposal for the 2025-2026 School Year

B. Review, Discussion, and Possible Action to Approve the Potential Capital Committee Proiects for the
2025-2026 School Year

9. Administrators’ Reports - Reports are enclosed/attached.
A, Assistant Superintendent Spotlight on the Revised K-12 Math Curriculum-Glenn LaBossiere, GPS

Assistant Superintendent, Pat Feeney, Director of Instructional Improvement - Learner Diversity, and

Jessica Gillespie, Director of Instructional Improvement - Innovation

10. Superintendent’s Report

A. Vacancies/Appointments/Resignations - Report is enclosed/attached.

B. Timely Updates

C. *End-of-the-Year Review and Discussion on the Superintendent’s Goals and Objectives for the
2024/2025 School Year, per Policy 2400 - This item will be taken up in executive session at the end of
the special meeting for review and discussion.

11. Committee/Board Reports

A. Policy Subcommittee Update--Yvonne Palasky - Mrs. Palasky will provide an update.
B. Negotiations Subcommittee Update-- Mary Beth Malin - Mrs. Malin will provide an update,

C. Facilities Subcommittee Update - Cathay Waselik - Mrs. Waselik will provide an update.

12. Adjournment
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BOE Meeting Norms

Norm By...

We adhere to e Focusing on students
, e Having high expectations
clear meeting e Previewing topics and ensuring the
guidelines essential items are included on the
agenda

e Staying on topic

e Participating in an orderly way

e Appreciating community members’
participation

e Notifying the chair or superintendent if
we will be absent

We are actively e Participating and sharing our thoughts
e Asking questions and seeking clarity

involved e Using all available information to make
informed decisions

We celebrate e Sharing celebrations at each meeting

e Highlighting student successes
Successes

We respect each | ® Hearing all voices
e Sharing different views

other e Maintaining positive relationships
despite differing opinions
e Being courteous




SPECIAL MEETING
GRISWOLD BOARD OF EDUCATION

Griswold Learning Commons—2"! Floor WEDNESDAY,
211 Slater Avenue May 21%, 2025
Griswold, Connecticut 06351 3:00 PM

1. Call to Order - A special meeting of the Griswold Board of Education was held on Wednesday,
May 21%, 2025, in the Griswold Middle School Learning Commons/Library Media Center,
located on the second floor, 211 Slater Avenue, Griswold, CT. The meeting was called to
order at 5:00 PM by Mary Beth Malin, Griswold Board of Education Chair. At this time, Mary
Beth Malin noted for the record that she would be recusing herself from items 2 and 3. She
then turned the meeting over to Yvonne Palasky to Chair in her absence. Mary Beth Malin
then left the meeting room.

PRESENT Mary Beth Malin, Griswold BOE Chair; Yvonne Palasky, Griswold BOE
Vice-Chair, Jaimee O’Neill-Eaton, Griswold BOE Secretary; Stuart
Norman, Jr. (entered at 5:03 PM), Jennifer Norman, and Cathy Waselik,
Griswold BOE Members.

ALSO PRESENT  Sean McKenna, GPS Superintendent of Schools; Jessica Kennedy, Legal
Counsel for the Griswold Board of Education.

ABSENT Mary Beth Malin recused herself after calling the meeting to order at 5:00
PM.

2. *Review, Discussion, and Possible Action on Report on Investigation of Complaint Received
by Board of Education — The Superintendent presented a report to the Griswold Board of
Education for them to review regarding a complaint that was received.

Yvonne Palasky asked if any Board members have anything to say prior to entering executive
session.

Mr. Stuart Norman, Jr. requested a correction to the report that was handed out to at this
evening’s Special BOE meeting. Mr. Stuart Norman, Jr. stated that the report indicated that
Mr. Norman made a statement and he wanted it noted that it was not him. Mr. Stuart Norman,
Jr. suggested that a correction be made in the report to say that Mr. “G” Norman would have
been the person interviewed.

No action was taken.

The Board then motioned to enter into executive session at 5:07 PM for item #3 for review,
discussion and action regarding pending claim of Board member against Board Chair.

SPECIAL GRISWOLD BOARD OF EDUCATION MEETING
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MOTION

By Jaimee O’Neill-Eaton

Seconded by Cathy Waselik

That the Board enter into executive session for agenda item
3 to discuss a matter that would result in the disclosure of
public records or the information contained therein as
described in Connecticut General Statutes Sections 1-200(6)
(B) and only invite the following individuals to attend the
executive session: Sean McKenna, GPS Superintendent of
Schools; and Jessica Kennedy, Counsel for the Griswold
Board of Education.

Motion unanimously carried.

3. *Review, Discussion, and Possible Action Regarding Pending Claim of Board Member against

Board Chair — This item was referred to and discussed in executive session.

The Board came out of executive session at 5:27 PM with no further action at this time.

4. Adjournment

MOTION

By Cathy Waselik

Seconded by Jaimee O’Neill-Eaton

To adjourn the special meeting at 5:27 PM.
Motion unanimously carried.

*The Board may go into executive session on these items per Connecticut State Statute § 1-200 (6).

SPECIAL GRISWOLD BOARD OF EDUCATION MEETING
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REGULAR MEETING THURSDAY,
GRISWOLD BOARD OF EDUCATION May 22", 2025

DRAFT

1. Call to Order — A regular meeting of the Griswold Board of Education was held on Thursday, May 22"¢, 2025,
in the Griswold Middle School Cafeteria, located on the first floor, 211 Slater Avenue, Griswold, CT. The
meeting was called to order at 6:00 PM by Mary Beth Malin, Griswold Board of Education Chair.

PRESENT Mary Beth Malin, Griswold BOE Chair; Yvonne Palasky, Griswold BOE
Vice-Chair, Jaimee O’Neill-Eaton, Griswold BOE Secretary; Stuart
Norman, Jr.; Jennifer Norman, Cathy Waselik, and Donald Desrochers,
Griswold BOE Members.

ALSO PRESENT Sean McKenna, GPS Superintendent of Schools; Glenn LaBossiere, GPS
Assistant Superintendent; Christopher Champlin, GPS Director of Student
Services; Stephen Cravinho, GPS Campus Wide Activities & Athletic
Director; Erin Palonen, GHS Principal; Arthur Howe, GHS Associate
Principal; Louis Zubek, GMS Principal, and Joseph Bordeau, GES

Principal.

ABSENT Deborah Martin, GPS Director of Fiscal & Personnel Services:; Steven
Bourque, GMS Assistant Principal; and Jacqueline Love, GES Assistant
Principal.

2. Pledge of Allegiance - The Board and the audience performed the Pledge of Allegiance.

3. Approval of the Minutes
A. Regular Meeting — May 8®. 2025

MOTION By Yvonne Palasky
Seconded by Jaimee O’Neill-Eaton
To approve the regular meeting minutes of May 8", 2025, as presented.
Motion unanimously carried.

4. Communications — There were no communications to share.

5. Awards/Recognitions
A. Recognizing CABE Student Leadership Award Recipients - GMS - Anna Jagielo, Claire Norman

B. Recognizing CABE Student Leadership Award Recipients - GHS - Alanna Sutherland, Micah Hamel
C. Recognizing Connecticut _Association of Schools (CAS) Middle Level Scholar Leadership Award

Recipients - GMS - Shreva Patel, Emily Tessier
D. Recognizing Connecticut Association of Schools (CAS) Scholar Athlete Award Recipients - GHS -

Abigail Matheson, Tvler Silva

GBE REGULAR MEETING - MAY 22"F, 2025




E. Recognizing Connecticut Association of Schools (CAS) Visual Arts Award Recipient - GHS - Ayumi

Margulies

F. Recognizing Connecticut Association of Schools (CAS) Performing Arts Award Recipient - GHS - Natalie

Obuchowski

The Board, the Superintendent, administration and audience members took time to recognize several of
our students from Griswold Middle School and Griswold High School who were chosen as CABE (CT
Association of Boards of Education) student leaders and CAS (CT Association of Schools) award
recipients in the areas of middle level scholar leaders, scholar athletes, and visual and performing arts
recipients.

G. Honoring Griswold Public Schools’ Retirees — The Board took time to recognize Griswold Public School
employees who plan to retire at the conclusion of the 2024/2025 school year. Those in attendance who
were recognized were: Kevin Kinsall, GES Music teacher, Renee Normandie, GMS School Nurse and
District Coordinator, and Donald Butremovic, GHS custodian. Those who are retiring and could not attend
this evening’s meeting include: Jacqueline Bill, GES Kindergarten teacher; Tammy Henn, GHS Café
Manager, and Jo-Ann Pedersen, GES Café Service Provider.

The Board took a short recess at 6:25 PM.
The Board re-convened at 6:35 PM.

Mary Beth Malin asked that it be noted for the record that Jennifer Norman left the Griswold Board of
Education meeting at 6:35 PM.

6. Public Comments — Wayne Malin of 11 Pequot Trail in Griswold shared that he recently attended a VFW
event and there were students there from GHS along with GHS teacher, Cole Bocciarelli, and an alumni from
GHS, Katarina Bromkamp. The students discussed topics related to artificial intelligence and what is real and
what is fake news. Mr. Malin thought it was great to see young adults participating in conversations and taking
an interest in politics.

7. New Business
A. Review and Discussion to Approve New Policy #5131.911 — Students — Connecticut School Climate
Policy — Policy Statement, First Reading — The Board had a first reading of new policy #5131.911 and
will bring it back to the next BOE meeting for action to approve.

B. Review and Discussion to Approve New Regulation #5131.911 — Students — Connecticut School Climate,
First Reading — The Board had a first reading on new regulation #5131.911 and will bring it back to the
next BOE meeting for action to approve.

C. Review. Discussion. and Possible Action to Waive the Second Readings of Policy and Regulation of
6142.101 — Instruction — Student Nutrition and Physical Activity (School Wellness Policy) — The Board
waived the 2" readings for policy and regulation #6142.101.
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MOTION By Yvonne Palasky
Seconded by Jaimee O’Neill-Eaton
To waive the 2™ meeting requirement for policy and regulation #6142.101
— Instruction — Student Nutrition and Physical Activity (School Wellness
Policy).
Motion unanimously carried.

D. Review, Discussion. and Possible Action to Approve Revised Policy 6142.101 — Instruction — Student
Nutrition and Physical Activity (School Wellness Policy), First Reading

MOTION By Yvonne Palasky
Seconded by Jaimee O’Neill-Eaton
To approve revised policy #6142.101 — Instruction — Student Nutrition and
Physical Activity (School Wellness Policy).
Motion unanimously carried.

E. Review, Discussion, and Possible Action to Approve New Resgulation #6142.101 — Instruction — Student
Nutrition and Physical Activity (School Wellness Regulation), First Reading

MOTION By Yvonne Palasky
Seconded by Jaimee O’Neill-Eaton
To approve revised regulation #6142.101 — Instruction — Student Nutrition
and Physical Activity (School Wellness Regulation).
Motion unanimously carried.

F. Review, Discussion, and Possible Action to Approve Job Description for Math Interventionist (PK-12)

MOTION By Yvonne Palasky
Seconded by Jaimee O’Neill-Eaton
To approve job description for Math Interventionist (PK-12), as presented.
Motion unanimously carried.

G. Review, Discussion, and Possible Action to Approve Job Description for Intesrated Instruction Mentor

MOTION By Yvonne Palasky
Seconded by Jaimee O’Neill-Eaton
To approve the job description for Integrated Instruction Mentor, as
presented.
Motion unanimously carried.

H. Review. Discussion, and Possible Action to Reschedule the Annual Evaluation of the Superintendent of
Schools to a Board meeting in June

GBE REGULAR MEETING — MAY 22", 2025



MOTION By Jaimee O’Neill-Eaton
Seconded by Yvonne Palasky
To reschedule the annual evaluation of the Superintendent of Schools to a
Board meeting in June.
Motion unanimously carried.
9. 0Old Business

A. Review, Discussion, and Possible Action on the Initial Budget Proposal for the 2025-2026 School Year
with Proposed Adjustments

MOTION By Jaimee O’Neill-Eaton
Seconded by Cathy Waselik
To table the topic on the initial budget proposal for the 2025/2026 school
year.
Motion unanimously carried.

B. Review, Discussion, and Possible Action to Approve the Potential Capital Committee Projects for the

2025-2026 School Year

MOTION By Jaimee O’Neill-Eaton
Seconded by Cathy Waselik
To table the topic of the potential capital committee projects for the
2025/2026 school year.
Motion unanimously carried.

10. Administrators’ Reports
A. Assistant Superintendent

1. Professional Development — Glenn LaBossiere, GPS Assistant Superintendent, shared details of the
professional development schedule for Friday, May 23". This will be the final professional
development session for certified faculty and staff for the 2024/2025 school year.

2. Teacher of the Year Selection Process — Glenn LaBossiere, GPS Assistant Superintendent, shared
details on the process for selecting the Teacher of the Year for Griswold Public Schools. He reported
that the Teacher of the Year Selection Committee met today and the choice for Griswold Teacher of
the Year will be announced within the next couple of weeks.

3. School Climate Surveys — Glenn LaBossiere, GPS Assistant Superintendent, shared details on the
upcoming school climate survey that will be made available to students. He also noted that faculty
and staff will also be expected to complete the surveys and the results will be reviewed and shared
with the Board at the start of the 2025/2026 school year.

GBE REGULAR MEETING — MAY 22", 2025 4



11. Superintendent’s Report
A. Vacancies/Appointments/Resignations — The Board received a list of vacancies, appointments, and

resignations.

B. Timely Updates — The Superintendent reported on the next financial update to the Board, the recent audit
with the Food Service department, building checklists and spring athletic participation numbers.

12. Committee/Board Reports

A. Public Relations Subcommittee Update—Jaimee O’Neill-Eaton — The Public Relations subcommittee
meeting for this evening was canceled and there is no report for this evening.

B. Negotiations Subcommittee Update — Mary Beth Malin — The Board received an update from Mary Beth
Malin, Chair of the Negotiations subcommittee, on the recent work of the subcommittee.

13. Other Business That May Formerly Come Before this Board — Jaimee O’Neill-Eaton requested that the
following be read into the record for this evening’s Board of Education meeting:

Madam Chair, I would like to bring forward a matter that I believe is critical to the integrity and functionality of
this board. As you are aware, there is currently a legal matter pending involving a claimant who is also a sitting
member of this board. Despite their role as a claimant in this matter, they have continued to participate in board
discussions involving our legal counsel and the superintendent. This raises a serious concern. The continued
presence of the claimant in these discussions impedes the board’s ability to engage in open, candid
communication with our legal counsel. It creates an environment where board members may feel constrained or
intimidated, whether directly or indirectly, in discussing legal strategy or expressing their views freely. For the
sake of transparency, fairness, and to preserve the integrity of our decision-making process, I believe it is in the
board’s best interest to consider forming and Ad-Hoc Committee for legal matters. This committee would be
composed of board members excluding both the claimant and any named respondents. Its purpose would be to
provide a forum where the board can have unencumbered discussions about pending legal matters and receive
legal guidance without concerns about conflict or undue influence. With that in mind, I respectfully request that
the Chair poll the board to determine whether there is support for the creation of such a committee.

At this time, the Board chair polled each Board member on their support for the formation of an AdHoc
committee, and the results were as follows:

Ayes — Cathy Waselik, Yvonne Palasky, Donald Desrochers, Jaimee O’Neill-Eaton

Nays — Stuart Norman, Jr.

Abstain —

The ayes prevailed.

Jaimee O’Neill-Eaton requested that a special Board of Education meeting be arranged within the next week to
develop and vote on this Ad hoc committee. BOE Chair, Mary Beth Malin, reported that she would meet with
the Superintendent to make the arrangement for a special Board of Education meeting and notify the Board.
Mrs. Malin also shared that she will have Attorney Dan Murphy weigh in on this matter.

.
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14. Adjournment

MOTION By Yvonne Palasky
Seconded by Cathy Waselik
To adjourn the regular Board of Education meeting at 6:54 PM.
Motion unanimously carried.

Minutes recorded by: Robin Drobiak
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State of Connecticut

HOUSE OF REPRESENTATIVES
STATE CAPITOL
HARTFORD, CONNECTICUT 06108-1591

REPRESENTATIVE BRIAN LANOUE
FORTY-FIFTH ASSEMBLY DISTRICT

MEMBER
COMMITTEE ON CHILDREN
LEGISLATIVE OFFICE BUILDING, ROOM 4200 PUBLIC SAFETY AND SECURITY COMMITTEE
300 CAPITOL AVENUE VETERANS' AFFAIRS COMMITTEE
HARTFORD, CT 06106-1591
CAPITOL: (860) 240-8700
TOLL FREE: (800) 842-1423
Brian.Lanoue@cga.ct.gov
Governor Ned Lamont May 21, 2025
The Office of the Governor
210 Capitol Avenue

Hartford, CT 06106-1591
Dear Governor Lamont,

I hope this letter finds you well. I am writing with a continued request regarding the Education Cost Sharing (ECS). As
you are aware, your proposed budget eliminated the hold harmless provision for all towns who were scheduled to lose
state funding in the 2017 updated formula for the ECS grant. For several years now, this funding had been held harmless
and my constituents have been relieved to see this policy continue. However, recently I have been told that the state
budget for FY 26 and FY 27 may not contain this provision. It is of extreme importance that this does not happen, which
is why I proposed H.B. 5126, a bill that would hold towns harmless for any reduction in grant amounts.

The school systems in eastern Connecticut are already at a disadvantage, with the amount of funds they receive being
significantly less than that of other schools across the state due to demographic or other changes in the calculation of the
components of the grant. Despite these challenges, the schools in my district have been exceptional at leading, teaching,
and forming these young students into hard-working members of society.

Removing the hold harmless provision in ECS funding from these schools will only make what is already a challenging
system even more difficult to navigate. These students require additional supplies, support, and funding, not less.

Stripping the funding they currently receive from ECS will inevitably harm the education system in eastern Connecticut.

I respectfully request that you continue to hold harmless the ECS funding for schools in my district and other communities
who have benefited in the past. Thank you for your consideration, and I welcome the opportunity to hear from you.

Sincerely,

State Representative —45th District

www.Replanoue.com




Griswold Public Schools

211 Slater Avenue
Griswold, Connecticut 06351

Tel: (860) 376-7600 Fax: (860) 376-7607

Sean McKenna, Superintendent of Schools Glenn LaBossiere, Assistant Superintendent of Schools
Deborah A. Martin, Director of Fiscal & Personnel Services Christopher Champlin, Director of Student Services

June 5%, 2025

Matthew Perea
Ann Street
Jewett City, CT 06351

Dear Matthew,

On behalf of the Griswold Board of Education, I am pleased to extend our warmest congratulations to
you on your outstanding achievement as the Class M State Champion in the discus for Outdoor Track. Your
hard work, dedication, and exceptional performance have brought pride and recognition to our school
community.

In honor of your accomplishment, we would like to formally recognize you at the upcoming Board of
Education meeting. The meeting will be held on:

Date: Tuesday, June 10th, 2025
Time: 6:00 PM
Location: Griswold Middle School Cafeteria
211 Slater Avenue
Griswold, CT 06351

We invite you and your family to attend so that we may publicly acknowledge your success and present
you with a certificate of recognition.

We look forward to celebrating your achievement and sharing this proud moment with the school
community.

Sincerely,

Sean P. McKenna,
Superintendent of Schools

ee; GHS Administration
S. Cravinho, GPS Athletic Director
K. Tobler, GHS Track Coach
J. Fleming, GHS Assistant Track Coach
Griswold BOE



Griswold Public Schools

211 Slater Avenue
Griswold, Connecticut 06351

Tel: (860) 376-7600 Fax: (860) 376-7607

Sean McKenna, Superintendent of Schools Glenn LaBossiere, Assistant Superintendent of Schools
Deborah A. Martin, Director of Fiscal & Personnel Services Christopher Champlin, Director of Student Services
June 5%, 2025

Mr. Corey Beck
660 Route 32
North Franklin, CT 06254

Dear Corey,

I am pleased to notify you that you have been nominated and chosen as GPS’s
“Qutstanding Employee of the Fourth Quarter for the 2024/2025 school year!”

I would like to invite you to an upcoming Board of Education meeting to be recognized
for this honor. The meeting is scheduled to take place on Tuesday, June 10t 2025 at
6:00 PM in the GMS Cafeteria, located on the first floor, 211 Slater Avenue, Griswold,
Connecticut. Please confirm with my Executive Assistant, Robin Drobiak, whether you
will be able to attend.

I am looking forward to recognizing and seeing you at the meeting™! Congratulations on
this well-deserved recognition!

Sincerely,

%@m / / Nkome

Sean P. McKenna,
Superintendent of Schools

ges K. Gunderman, GPS Technology Director
BOE
Personnel File



Griswold Public Schools

211 Slater Avenue
Griswold, Connecticut 06351

Tel: (860) 376-7600 Fax: (860) 376-7607

Sean McKenna, Superintendent of Schools Glenn LaBossiere, Assistant Superintendent of Schools
Deborah A. Martin, Director of Fiscal & Personnel Services Christopher Champlin, Director of Student Services

June 5th, 2025

Mrs. Laurie LaBossiere
46 Shore Drive
Griswold, CT 06351

Dear Laurie,

Congratulations on being chosen as Connecticut’s 2025 SchoolAI Educator of the Year, a well-
deserved honor that reflects your innovative use of technology, your dedication to student learning,
and your leadership in shaping the future of education.

To formally recognize your outstanding achievement, we would like to honor you at an
upcoming Griswold Board of Education meeting,.

Date: Tuesday, June 10th, 2025
Time: 6:00 PM
Location: Griswold Middle School Cafeteria
211 Slater Avenue
Griswold, CT 06351

Please confirm with my Executive Assistant, Robin Drobiak, whether you will be able to attend.

I am looking forward to recognizing and seeing you at the meeting! Congratulations on this
well-deserved award!

Sincerely,

‘%}W / 7%/ K;%M,f——

Sean P. McKenna,
Superintendent of Schools

ce: GMS Administration
BOE
Personnel File



Congratulations! You're Connecticut's 2025
SchoolAl Educator of the Year!

Dear Laurie,

You've been selected as Connecticut's 2025 SchoolAl Educator of

the Year!

Your innovative approach to education shines brightly. We've been
inspired by how you transform learning experiences, creating those

meaningful moments where students light up with understanding.

Every educator impacts lives, but your dedication to meeting each
student where they are truly stands out. As one principal recently shared
with us, "The ripple effect of excellent teaching extends far beyond the
classroom walls" - and your ripples are reaching throughout your

community.
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Students

Connecticut School Climate Policy

Policy Statement

All schools must support and promote teaching and learning environments where all students
thrive academically and socially, have a strong and meaningful voice, and are prepared for
lifelong success.

Implementation of the following set of guiding principles and systemic strategies will promote a
positive school climate, which is essential to achieving these goals.

This policy sets forth the framework for an effective and informed school climate improvement
process, which includes a continuous cycle of (i) planning and preparation, (ii) evalvation, (iii)
action planning, and (iv) implementation, and serves (o actualize the Connecticut School Climate

Standards, as detailed herein.
The Board recognizes that improving school climate is contextual, Each school needs to consider

its history, strengths, needs, and goals. Furthermore, this policy will support and promote the
development of restorative action plans that will create and sustain safe and equitable Jearning

environments.

The District Board of Education adopts this policy.

Definitions

“School climate” means the guality and character of the school life, with a particular

I
focus on the quality of the relationships within the school community, and which is based
on patterns of people’s experiences of school life and that reflects the norms, goals,
values, interpersonal relationships, teaching, learning, leadership practices and
organizational structures within the school community.

Z “Positive Sustained School Climate” is the foundation for learning and positive youth

development and includes:

Norms, values, and expectations that support people feeling socially, emotionally,
cultorally, racially, intellectually, and physically safe.

b. People who treat one another with dignity and are engaged, respected and solve
problems restoratively.

A school community that works collaboratively together to develop, live, and

&

contribute to a shared schoo! vision.
d. Adults who mode] and nurture attitudes that emphasize the benefits and satisfaction

gained from learning; and
A school community that contributes to the operations of the school and the care of

the physical environment.
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Students

Connecticut School Climate Policy

Definitions (continued)

3

13.

“Social and emotional learning” means the process through which children and adults
achieve emotional intelligence through the competencies of self-awareness, self-
management, social awareness, relationship skills and responsible decision-making.

“Emotional intelligence” means the ability to (A) perceive, recognize, and understand
emotions in oneself or others, (B) nse emotions to facilitate cognitive activities,
including, but not limited to, reasoning, problem solving and interpersonal
communication, (C) understand and identify emotions, and (D) manage emotions in

oneself and others,

“Bullying” means unwanted and aggressive behavior among children in grades
kindergarten to twelve, inclusive, that involves a real or perceived power imbalance.

“School environment” means a school-sponsored or school-related activity, function or
program, whether on or off school grounds, including at a school bus stop or on a school
bus or other vehicle owned, leased or used by a local or regional board of education, and
may include other activities, functions or programs that occur outside of a school-
sponsored or school-related activity, function or program if bullying at or during such
other activities, functions or programs negatively impacts the schocl environment.

“Cyberbullying” means any act of bullying through the use of the Internet, interactive
and digital technologies, cellular mobile telephone or other mobile electronic devices or

any other electronic communication.

“Teen dating violence” means any act of physical, emotional or sexual abuse, including
stalking, harassing and threatening, that occurs between two students who are currently in

or who have recently been in a dating relationship.

“Mobile electronic device” means any hand-held or other portable electronic equipment
capable of providing data communication between two or more individuals, including,
but not limited to, a text messaging device, a paging device, a personal digital assistant, a
laptop computer, equipment that is capable of playing a video game or a digital video
disk or equipment on which digital images are taken or transmitted.

“Electronic communication” means any transfer of signs, signals, writing, images,
sounds, data or intelligence of any nature transmitted in whole or in part by a wire, radio,

electromagnetic, photcelectronic or photo-optical system.
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Students

Connecticut School Climate Policy

Definitions (continued)

1L

12,

T8

4.

15.

16.

“School climate improvement plan” means a building-specific plan developed by the
school climate committee, in collaboration with the school climate specialist, using
school climate survey data and any other relevant information, through a process that
engages all members of the school community and involves such members in a series of
overlapping systemic improvements, school-wide instructional practices and relational
practices that prevent, identify and respond to challenging behavior, including, but not
limited to alleged bullying and harassment in the school environment,

“Restorative practices” means evidence and research-based system-level practices that
focus on (A) building high-quality, constructive relationships among the school
community, (B) holding each student accountable for any chalienging behavior, and (C)
ensuring each such student has a role in repairing relationships and reintegrating into the

school community.

“School climate survey” means a research-based, validated and developmentally
appropriate survey administered to students, school employees and families of students,
in the predominant languages of the members of the school community, that measures
and identifies school climate needs and tracks progress through a school climate

improvement plan.

“Connecticut school climate policy” means the school climate policy developed,
updated and approved by an association in the state that represents boards of education
and adopted by the Social and Emotional Learning and School Climate Advisory
Collaborative, established pursuant to section 10-222q of the general statutes, as amended
by this act, that provides a framework for an effective and democratically informed
school climate improvement process that serves to implement Connecticut school climate
standards, and includes a continuous cycle of (A) planning and preparation, (B)

evaluation, (C) action planning, and (D) implementation.

“School employee” means (A) a teacher, substitute teacher, administrator, schooi
superintendent, school counselor, school psychologist, social worker, school nurse,
physician, paraeducator or coach employed by a local or regional board of education, or
(B) any other individual who, in the performance of his or her duties, has regular contact
with students and who provides services to or on behalf of students enrolled in a public
school, pursnant to a contract with a local or regional board of education.

“School community’ means any individuals, groups, businesses, public institutions and
nonprofit organizations that are invested in the welfare and vitality of a public school
system and the community in which it is located, including, but not limited to, students
and their families, members of the local or regional board of education, volunteers at a

school and school employees.
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Connecticut School Climate Policy

Definitions (continued)

i7.

18.

19.

“Challenging behavior” means behavior that negatively impacts school climate or
interferes, or is at risk of interfering, with the learning or safety of a student or the safety

of a school employee.

“Evidence Based Practices” in education refers fo instructional and school-wide
improvement practices that systematic empirical research has provided evidence of

statistically significant effectjveness.

~ “Effective School Climate Improvement” is a restorative process that engages all
~ stakeholders in the following six essential practices:

A. Promoting decision-making that is collaborative and actively involves alf

stakeholders (e.g., school personnel, students, families, community members) with
varied and meaningful roles and perspectives where all voices are heard;

. Utilizing psychometrically sound quantitative (e.g., school climate survey, discipline

data) and qualitative (e.g., interviews, focis groups) data to drive action planning,
preventive and intervention practices and implementation strategies that continuously
improve all dimensions of school climate, including regularly collecting data to

evaluate progress and inform the improvement process;

Tailoring improvement goals to the unique needs of the students, educators, and

broader school community. These goals shall be integrated into overall school

improvement efforts thereby leveraging school strengths to address evidence-based
areas of need, while sustaining the improvement process over time:

Fostering adult learning in teams and/or professional learning communities to build

capacity building among school personne! and develop common staff skills to educate

the whole child;
Basing curriculum, instruction, student supports, and interventions on scientific

research and grounding in cognitive, social-emotional, and psychological theories of

youth development. Interventions include strength-based programs and practices that
together represent a comprehensive continuum of approaches to promote healthy
student developrent and positive learning environments as well as address individual
student barriers to learning and adult barriers to teaching; and

Strengthening policies and procedures related to:

a. climate and restorative informed teaching and learning environments;

b. infrastructure to facilitate data collection, analysis, and effective planning;
implementation of school climate improvement plans with the goal of becoming
restorative;

d. evaluation of the school climate improvement process; and

e. sustainability of school climate and restorative improvement efforts.

c.
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Connecticut School Climate Policy (continued)

School Climate Coordinator Roles and Responsibilities

For the school year commencing July 1, 2025, and each school year thereafter, the
superintendent of schools for each school district, or an administrator appointed by the
superintendent, shall serve as the school climate coordinator for the school district.

The school climate coordinator shall be responsible for:

Ls providing district-level leadership and support for the implementation of the school
climate improvement plan for each school:

2. collaborating with the school climate specialist, for each school to (A) develop a
continuum of strategies to prevent, identify and respond to challenging behavior,
including, but not limjted to, alleged bullying and harassment in the school environment,
and (B) communicate such strategies to the school community, including, but not limited

to, through publication in the district student handbook;

S collecting and maintaining data regarding school climate improvement, including, but not
limited to, school discipline records, school climate assessments, attendance rates, social
and emotional learning assessments, academic growth data, types and numbers of alleged
and verified bullying complaints submitted by members of the school community, types
and numbers of challenging behaviors addressed using the restorative practices response
paolicy, and data concerning the implementation and outcome of restorative practices; and

4, meeting with the school climate specialist for each school at least twice during the school
year to (A) identify strategies to improve school climate, including, but not limited to, by
responding to challenging behavior and implementing evidence and research-based
interventions, such as restorative practices, (B) propose recommendations for revisions to
the school climate improvement plan, and (C) assist with the completion of the school

climate survey,

School Climate Specialist

For the school year commencing July 1, 2025, and each school year thereafier, the principal of
each school, or a school employee who holds professional certification pursuant to section 10-
145 of the general statutes, is trained in school climate improvement or restorative practices and
is designated as the school climate specialist by the school principal, shall serve as the school

climate specialist for the school.
The school climate specialist shall be responsible for:

L. leading in the prevention, identification, and response to challenging behavior, inciuding,
but not limited to, reports of alleged bullying and harassment:
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Connecticut School Climate Policy

School Climate Specialist (continued)

2. implementing evidence and research-based interventions, including, but not limited to,
restorative practices;

. scheduling meetings for and leading the school climate committee; and

4, leading the implementation of the school climate improvement plan.

School Climate Committee

For the school year commencing July 1, 2025, and each school year thereafter, each school
climate specialist shall appoint members to the schoal climate committee who are diverse,
ncluding members who are racially, culturally, and linguistically representative of various roles

in the school community.
The school climate committee shall consist of:

L the school climate specialist;

& a teacher selected by the exclusive bargaining representative for certified employees
chosen pursuant to section 10-153b of the general statutes;

3 a demographically representative group of students enrolled at the school, as
developmentally appropriate;

4, families of students enrolled at the school; and
5. at least two members of the school community, as determined by the school climate
specialist,

Membership of the school climate committee shall be annually reviewed and approved by the
school climate specialist, in coordination with the school climate coordinator.

The school climate committee shall be responsible for:

I; assisting in the development, annual scheduling, and administration of the school climate
survey, and reviewing of the school climate survey data.

2 using the school climate survey data to identify strengths and challenges to improve
school climate, and to create or prepose revisions to the school climate improvement

plan.
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Connecticut School Climate Policy

School Climate Committee (continued)

2 assisting in the implementation of the school climate improvement plan and
recommending any improvements or revisions to the plan.

4, advising on strategies to improve school climate and implementing evidence and
research-based interventions, including, but not limited to, restorative practices, in the

school community.

5. annually providing notice of the uniform challenging behavior and/or bullying complaint
form, or similar complaint form used by the school, to the school community,

School Climate Survey

For the school year commencing July 1, 2025, and biennially thereafter, the school climate
committee, for each school, shall administer a school climate survey to students, school
employees and families of students, provided the parent or guardian of each student shall receive
prior written notice of the content and administration of such school climate swrvey and shall
have a reasonable opportunity to opt such student out of such school climate survey.

School Climate Improvement Plan

For the school year commencing July 1, 2025, and each school year thereafter, the school climate
specialist, for each school, in collaboration with the school climate coordinator, shall develop,
and update as necessary, a school climate improvement plan. Such plan shall be based on the
results of the school climate survey, any recommendations from the school climate committee,
including the protocols, supports, and any other data the schos] climate specialist and school
climate coordinator deem relevant. Such plan shall be submitied to the school climate
coordinator for review and approval on or before December thirty-first of each school year.
Upon approval of such plan, a written or electronic copy of such plan shall be made available to
members of the school community and such plan shall be used in the prevention of, identificarion

of and response to all challenging behavior.

Additionally, districts may place the school climate improvement plans into their district and
scheol improvement plans.

Training

For the school year commencing July 1, 2024, and each school year thereafter, each local and
regional Board of Education shall provide resources and training to school employees regarding;

ks social and emotional learning;
2 school climate and culture and evidence and research-based interventions; and

3 restorative practices.
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Connecticut School Climate Policy

Training (continued)

Such resources and training may be made available at each schocl under the jurisdiction of such
board and inciude technical assistance in the implementation of a schoo! climate improvement
plan. Any school employee may participate in any such training offered by the board under this
section. The school climate coordinator, shall select, and approve, the individuals or

organizations that will provide such training.
Funding

The school district shall in its discretion allocate sufficient funding to satisfy the requirements of
this policy for all schools in the district. Such funding shall be distributed accordingly, with
Superintendent approval, for assessments and professional development, as well as for school

community outreach, training, and technical assistance.

Accountability

The Board shall adopt and allocate adequate resources to support the Connecticut School
Ciimate Policy and adhere to state regulations set forth in Public Act 23-167.

Connecticut School Climate Standards

i.d The school district community' has a shared vision and plan for promoting and sustaining
a positive school climate® that focuses on prevention, identification, and response to all

challenging behavior®.
2 The school district community adopts policies that promote:

a. a sound school environment that develops and sustains academic, social, emotional,
ethical, civic, and intellectual skills; and
b. a restorative school environment focused on overcoming barriers to teaching and

learning by building and supporting meaningful school-wide relationships, and
intentionally re-engaging any disengaged students, educators, and families of students

in the school community.

! Schoo! Community means any individuals, groups or businesses, public institutions and nonprofit organizations invested in the
welfare and vitality of a public school system and the comniunity in which it is [ocated, including, but not limited to, studesnts and
their famities, members of the local or regional board of education, volunteers at a schoal and school employees,

? School climate means the quality and character of the scheol life, with a particular focus on the quality of relationships within
the school community, and which is based on patlems of people’s experiences of school life, and that reflects the norms, goals,
values and interpersonal refationships, teaching, learning, leadership practices and organizationa! strociures within the school
COMmMunIty.

3 Challenging behavior means behavior that negatively impacts school climate or interferes, or is at risk of interfering, with the
learning or safety of a student or the safety of a school employee.
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Connecticut School Climate Standards (continued)

3 The school community’s practices are identified, prioritized, and supported to:

a. promote learning and the positive academic, social, emotional, ethical, and civic

development of students;

b. enhance engagement in teaching, learning, and school-wide activities:

c¢. address barriers to teaching and learning; and
develop and sustain a restorative infrastructure that builds capacity, accountability,
and sustainability.

4. The school community creates a schocl environment* where everyone 1s safe, welcomed,
supported, and included in all school-based activities.

) The school community creates a restorative system that cultivates a sense of belonging
through norms and activities that promote social and civic responsibility, and a dedication

to cultural responsiveness, diversity, equity, and inclusion.

Policy adopted:
cps 11723

# School environment means a schooi-sponsored or school-related activity, function or program, whether on or off schoo!
grounds, including at a schoc) bus step or on a schoo} bus or other vehicle owned. Jeased or used by z local or regional board of
education. and may include other activities, functions or programs if bullying at or during such other activities, functions, or

pragrams negatively impacts the school environment.

Samnle naliniac ars dictribaitad Fne darmammefeabing ciimmmee 1. T4 4
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Challenging Behavior Reporting Form

This form is not required by law or policy but serves as a model challenging behavior reporiing form that local and
regional boards of education may adapt and adopt.

Instructions

This form is for students, parents or guardians of students enrolled in the school, and school employees o
report any alleged challenging behavioral incidents. Challenging behavior is behavior that negatively impacts school
climate or interferes, or is at risk with interferi ng, with the learning or safety of a student or the safety of a school
employee. This form should also be used to report alleged buillying incidents. meaning: unwanted and aggressive
behavior among children in grades kindergarien to twelve, inclusive, that involves a real or perceived power

imbalance.

Complete this form electronically, or in writing, or go (o your school climate specialist {principal, vice principal, or
other certified administrator) whe wiil assist you with completing this form. All completed reports require a
response from the school climate specialist, and every student, parent or guardian, and school employee who
completed this form will receive a copy of the “"Respoanse Process(es) Notification Form” deserihing the action
steps taken, within three (3) school business days after an assessment has been completed.

The school climate speciaiist will assess the facts of a challenging behavior incident and complete the "Response
Process(es) Notification Form™ (Jocated on page 5 of this document}. A confirmation of receipt of the “challenging
behavior reporting form” will be provided 10 the individual who compieted this form within three (3) school
business days, and the behavioral assessment will be finalized within a reasonable amount of time.

If this is an emergency, and you feel that vou or samcone else s in imminent danger, please eall 911 or vour
mumcipal police departinent,

Last or check here O for any student

Name: Firs
who would like 10 submit anonymously,

lama L) Student, T Parent and/or Guardian or I School Employee

Email;

Phone Number:

Contact me by: [J Phone L3 Email

Was this previously reported 10 any school employee prior to this report? M yes. identify to whom, when, and whai

was reported?

Where did the incident occur?

Check any boxes that apply.
On a schoof bus

On the way to/from schoo!
Qutside of school

Other

O Onschool property =

[ Ataschool-sponsored activity or off school !
property O

[0  Electronic communication, inlernel. and !
social media

Approximate date of incident (f known):

This form does not modily or eliminate any rights or obligations under state and federal laws, including. any constituional and
civil rights protections. or any applicable policies and procedures or coliective bargaining agreements. All students' private and
personal information wiil remain confidential throughout this process. subject o any wavier rights or disclosurs responsibilitics
as permitted or required by law.

Please note: when a student exhibits challenging behavior. our prionty is o ensure the safety of the students and the school, and
to work with the studentis} 1o prevent the recurrence of such behavior, including making amends for any challenging behaviors
that occurred. Federa) law protects the privacy of each student. Therelore. you cannot be provided with any specific information
coneerning the student alleged 1o have engaged in the challenging hehavior.
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Form 1
{continued)

Please describs what happened?

Of the following statement(s) check any that may describe or include what happered;

intimidating, or L] Making intimidating, and/or threatening
gestures or remarks

Getting another person to do any of the
behaviors listed above

L1 Teasing, name-calling,
threatening, in person or through electronic

communication O

L] Spreading rumors or gossip
[J Hitting, kicking, shoving, spitting, hair O Unwanted contact of a sexual nature (verbal,
puiling, or throwing something or other acts non-verbal, physical)

of physical aggression

Do you believe that the reporied instance(s) of challenging behavior was in reference 10 a student’s perceived or
actual age, ancesiry, color, learning disability, marital status, intellectual disability, national origin, physical
disability, mental disability, race, religious creed, sex, gender identity or expression, sexual orientation, and status as

a veteran? If so, why?

If known, provide the name(s) of any witness(es) of the alleged incident:

Date form submitted:

*For school climate specialist use only:

Date received by school climate specialist:

Signature of receipt by school climate specialist:

This form does not modify or eliminate any rights or obligations under state and federal laws, including, any constitutional and
civil rights protections, or any applicable policies and procedures or colleciive bargaining agreements. All students' private and
personal information will remain confidential throughout this process, subject to any wavier rights or disclosure responsibilities
as permitted or required by law.

Please note: when a student exhibits challenging behavior, our priority is to ensure the safety of the students and the school, and
to work with the studeni(s) to prevent the recurrence of such behavior, including making amends for any challenging behaviors
that occurred. Federal law protects the privacy of each student. Therefore, you cannot be provided with any specific information
concerning the student alleged to have engaged in the challenging behavior.
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Investigation Form

The purpose of this form is to provide a streamlined process to assess reported instances of chailenging behavior.

This form is to be completed by the school climate specialist within a reasonable amount of time. Pursuant to the
Federal Education Confidentiality Law (FERPA), siudents, parents or guardians, and school employees that
completed the challenging behavior reporting form cannot receive a copy of this “Investigation Form™ but will be
provided with a copy of the “Response Process(es) Notification Form” after an assessment is completed.

Date “Challenging Behavior Reporting Form™ received:

Today's Date:
Name of school climate specialist who received the report;
Were these events already reported to any school employee? If yes, please identify to whom, when, and what was

reported
Name of school community member who is reporting the incident: (student, parent or guardian, schoot or district

employee, bysiander, anonymous):
Narne of student or students who were allegedly subjecied to the challenging behavior;

Name of person or persons who allegedly engaged in the challenging behavior:

Where did the alleged incident oceur?

Date and time alleged incident occurred: (if known):

Description of the alleged incident:

What investigative processes occurred? Answer all of the following guestions below. A single incident may require

an assessment into multiple areas, Please check all that apply.

Was this investigated as bullying? YES [T NO [J Was this a verified act of physical violence?

Was this a verified act of bullying? YES ONO [ YES Dor NO [
; : , Was this investigated as a protected class violation/
: 7
Was this investigated as cyherbu]{yn?g. YESONOD harassment? YES 0J NO [J
Was this a verified act of cyberbullying? YES CINO (3 Was this a verified protected class violation/harassment?
Was this investigated as teen dating violenee? YES I NO O YESONO D
Was this verified teen dating violence? YES O or NO [} Was this investigated as a Title IX violation? YES 0 NO
]

Was this investigated as an assault? YES O NO [0
Was this a verified assault? YES O or NO (3 Was this a verified Title IX violation? YES {J or NO [J

Was this investigated as an act of physical violence? Was this a verified act of challenging hehavior not Hsted
YES | NO o above? YES ] NO £

This form does not medify or eliminate any rights or obligations under state and federal laws, including, any constitutional and
civil rights protections, or any applicable policies and procedures or collective bargaining agreements. All students' private and
personal information will remain confidential throughout this process, subject 1o any wavier rights or disclosure responsibiliies

as permitted or required by law,

Plzase note: when a student exhibits challenging behavior, our priority is lo ensure the safety of the students and the school, and
to work with the student(s) Lo prevent the recurrence of such behavier, including making amends for any challenging behaviors
that oceurred. Federal law protects the privacy of each student. Therefore, you cannol be provided with zny specific information

concerning the student alleged to0 have engaged in the challenging behavior,
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Form 2
{continued)

What was the response by the school climate specialist? (E.g., utilization of restorative practices, school-based threa:
assessment, safety plan, student support services) Additionally, provide the date of each response,

If applicable, please provide any additional notes, observations, or actions taken as a result of this incident:

Signature or E-signature of responding school climate specialist:

Printed name:

Date of response:

This form does not modify or eliminate any rights or obligations under state and federal laws, including, any constitutional and
civil rights protections, or any applicable policies and procedures or collective bargaining agreements. All students’ private and
personal information will remain confidential throughout this process. subject to any wavier rights or disclosure responsibilities
as permitted or required by law,

Please note: when a student exhibits chalienging behavior, cur prioriiy is Lo ensure the safety of the students and the schootl, and .
to work with the student(s) to prevent the recurrence of such behavior, including making amends for any chalienging behaviors
that occurred. Federal law protects the privacy of each student, Therefore, you cannot be provided with any specific information
concerning the student alleged to have engaged in the challenging behavior,
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Response Process(es) Notification Form

The purpose of this form is to provide a template for transparency and accountability to a person(s) that submit(s) a

report of challenging behavior,

The school climale specialist will complete and submit this form within three (3) schovl business days after an
assessment has been finalized and submit it to the stident{s), parent(s), or guardian{s), and/or schocl employee(s)

whe completed the “Challenging Behavior Reporting Form”,

Describe the sleps laken to address and prevent future instance(s) of challenging behavior(s). Responses may

include:

e ulilizalicn of restorative praclices:
o the completion of a school-hased threat assessment:
safety plan for student{s) invoived in the instance of alleged challenging hehavior:

& sludent support services:

Signature or E-signature of school climate specialist:

Printed name:

Date completed:

Definitions and Clarifving Terms

Restorative Pracrices: Bvidence and research-based system-level practices that focus on {A) building high-quality.
constructive relationships among the school community, (B) holding each swdent accountable for any challenging
behavior, and (C}) ensuring cach such student has a role in repairing relationships and reintegrating into the schoo!

community.

School Bused Threar Assessimeni: An evidence-hased systematic evaluation process used to prevent violence. help

troubled students, and avoid over-reactions to challenging behavior.

This form does nol modify or eliminate any rights or obligations under staie and federal inws. inchuding. any constitutional and
civil rights protections, or any applicable palicies and procedures or collective barggining agreements, All siudents' privale and
personal information will remain confidential throughout this process. suhject o any wavier rights or disclosure responsibilities
as permitted or recuired by law,

Please note: when a studernt exhibits challenging behavior. our priority is to ensure the safety of the students and the school. and
to work with the student(s) to prevent the recurrence of such behaviar., including making amends for any challenging behaviors
ihat oceurred. Federal law protects the privacy of each student, Therefore. you cannot be provided with any specific information
concerning the student alieged 10 have engaged in the challenging hehavior,
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LicY SERVICES

R5131.911(a)

A regulation to consider. This is guidance from the Connecticut State Depariment of Education.

Students

Connecticut School Climate Regulation

Tiered Response

Beyond the above protocols and supports, the new school climate policy defines a specific subset
of challenging behavior that requires districts to respond with certain tiered interventions (referred
to hereinafter as “tiered response incidents™). Pursuant to C.G.S. Sec. 10-222hh(b)(6), a tiered
response (as detailed in the table below) is required for an incident of challenging behavior that

meets any of the following criteria:

a. requires temporarily clearing a classroom or removing a majority of students to
reduce the likelihood of injury;

b. indicates a credible intention to cause bodily harm to self or others; or

B results in an mjury requiring medical attention beyond first aid (or less severe

injuries caused by the same person on more than one occasion, as verified by a
school nurse or other medical professional). The law goes on to provide that, if a
district determines that conduct meets the above criteria, school climate
improvement plans must include the following responses:

Occasion Number —
Tiered Response Incident

Tiered Intervention Required

First Offense

Principal must notify the parents/guardians of
each student involved in a manner that
complies with FERPA.

Second Offense

Principal must invite the parent/guardian of
involved students to a meeting (virtual or in
person) to discuss supports and interventions
applicable to each student — including, but not
limited to, restorative practices.

Multiple Subsequent Offenses (or single
incident that causes severe harm)

Principal must notify the parents/guardians of
involved students of other resources for
supports and interventions, including, but not
limited to the following: the 2-1-1 Infoline
Program; services/programs available through
the Behavioral Health Partnership, established
through C.G.S. Sec. 17a-22h: or other
resources for professional services, support, or
Crisis intervention.
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R5131.911(b)

Students

Connecticut School Climate Regulation

Tiered Response (continued)

In addition, for tiered response incidents, there must be a meeting between an administrator and
the school employee who witnessed the incident. The purpose of the meeting, which must occur
within two days of the incident, is to determine the supports and interventions required to address
the needs of students and school employees, although supports and interventions for special
education students must be determined by the student’s Planning and Placement Team (PPT).? In
addition, protocols and supports must include a process by which a teacher may request a behavior

intervention meeting.’

Regulation approved:
cps 4/25

? For special education students. notice of the incident must be submitted to the PPT no more than two days after the incident

occurred.
3C.G.S. Sec. 10-236¢(b) permits any teacher of record in a classroom to request a behavior intervention meeting with the school’s
crisis intervention team “for any student whose behavior has caused & serious disruption to the instruction of other students, or
caused self-harm or physical harm to such teacher or another student or staff member in such teacher’s classroom.”

Sample policies are distributed for demonstration purposes only. Unless so noted, contents do not necessarily reflect official

policies of the Connecticut Association of Boards of Education, In¢.



Building and Grounds
Maintenance Checklist

Instructions

1. Read the /AQ
Backgrounder and
the Background
Information for
this checkiist.

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

3. Complete the
Checklist.

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

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

4. Return the checklist
portion of this
document to the
[AQ Coordinator.

Name:
School:

Room or Area:

thomas verville

griswold elementary School
building wide Date Completed:

homaa varpwedle

2-24-25

Signature:
1. BUILDING MAINTENANCE SUPPLIES
Yes Mo N/A

la. Developed appropriate procedures and stocked supplies for spili control ... O
B, Bevicwed supply TaBelS oo omssssssssisissssvassynss siomsss s O O
le. Ensured that air from chemical and trash storage areas vents to

LG Ty T T OO O O
ld. Stored chemical products and supplies in sealed, clearly labeled

e 8 Vo) et e R e e e e T o O O
le. Researched and selected the safest products available ..o @ O O
If.  Ensured that supplies are being used according to manufacturers’

L I O O
tg. Ensured that chemicals, chemical-containing wastes, and containers are

disposed of according to manufacturers” INSIIUCHONS vvviverveiieeeeeeceeeeenna) @ O O
1h. Substituted less- or non-hazardous materials (where possible) ..o ) @ O O
li. Scheduled work involving odorous or hazardous chemicals for periods

when the school is unoceupied o] O O
1j. Ventilated affected arcas during and after the use of odorous or

T R o U — O O
2. GROUNDS MAINTENANCE SUPPLIES
2a. Stored grounds maintenance supplies in appropriate area(S) ..o, O O
2b. Ensured that supplies are used and stored according to manufacturers’

T G0 vt A LA 5 s sssmsnsn smsp s S A S @ O O
2¢. Established and followed procedures to minimize exposure to fumes

el e O S I e e e O O
2d. Reviewed and followed manufacturers’ guidelines for maintenance............. o
2e. Replaced portable gas cans with low-emission €ans ......o.oooovvveceercvcsinn) o
2f. Stored chemical products and supplies in sealed, clearly-iabeled

O T EITS 70 0 AR Dh e s A8 A A RN @ O O
2g, Ensured that chemicals, chemical-containing wastes, and containers are

disposed of according to manufacturers’ iNStructions ..o, O O
3. DUST CONTROL
Ja. Installed and maintained barrier mats for entrances ........oocovececrorecviccrirnnnnn. O O
3b. Used high efficiency vacuum DAES ..o @ O O
do: Ussdproper dustingteehnlaiesimmsammmmmmrmsengsmmmmiom en O O
3d. Wrapped feather dusters with a dust cloth .o, O O
3e. Cleaned air return grifles and air SUPPLY VENtS vl O O



4a.
4b.
de,

5a.
5b.
Sc.

Oa,
6b.

oc¢.

6d.

Ge.

6f.

1.

7a.
7b.
(e
7d.

8.

Sa.

FLOOR CLEANING

Established and followed schedule for vacuuming and mopping floors..........
Cleaned spills on floors promptly (85 HECESSATY) ..ovveverciiicvonirreeeeeeeeeeai)
Performed restorative maintenance (5 NECESSATY) ..ovirerierererriieeeeeeeeesesrd

DRAIN TRAPS

Poured water down floor drains once per week (about 1 quart of water)
Ran water in sinks at least once per week (about 2 cups of water) ................
Flushed toilets once each week (if not used regularly) ..ol

MOISTURE, LEAKS, AND SPILLS
Checked for moldy 0dors ... @ O O

Inspected ceiling tiles, floors, and walls for leaks or discoloration (may

indicate periodie domlon] o sy S s eenes @ O O

Checked areas where moisture is commonly generated (e.g., kitchens,

locker rooms, and bathrooms) ..o e @ O O

Checked that windows, windowsills, and window frames are free of

CON NS wursrsmsccmmssmscrmmr rewses rvesmme s T A T S AT S g O O

Checked that indoor surfaces of exterior walls and cold water pipes are

free of condensate ... ... e e @ O O

Ensured the following areas are free from signs of leaks and water damage:

Indoor areas near known roof or wall Ieaks ...o.oooovvvveevceveiee e, % 8
Walls:around lealey or-broken itdoWE i b

Floors and ceilings under plambing ......ooiiiiicceeeees e 8

Puct interiors near hunvidifiers, cooling coils, and outdeor air intakes .........
COMBUSTION APPLIANCES

Checked for odors from combustion appliances .......ocoocovvvovoieeerereeen,
Checked appliances for backdrafting (using chemical smoke).......cocoovveen..
Inspected exhaust components for leaks, disconnections, or deterioration ...
Inspected flue components for corresion and SO0t .......coooiviviiis e

PEST CONTROL
Completed the Integrated Pest Management Checklist ..o.ccoooovoverereeinn, @ O O

NOTES

there are some stained ceiling tiles




Instructions

. Read the IAQ
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”
hox beside each
item. (A "ne”
response
requires further
attention.)

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

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

Integrated Pest Management
Checklist

Name;
School:

Room or Area:

Signature: %’m@ MW&%

thomas verville

griswold elementary school
building wide

2-24-25

Date Completed: e

2d.

2e.
2t

3a.

3b.

4a.

4b.
4c,
4d,

de,

4f,

. OFFICIAL POLICY STATEMENT

Yes No N/A
Developed or located the school’s official policy statement for integrated

pest ManaZement (TPM) it eeeeeera e eree s rr e s e s rn s enesnes @ O O

DESIGNATING PEST MANAGEMENT ROLES

. Assigned and trained a qualified person to be the pest manager .................. O O
. Involved decision makers in the IPM program ..., @ O O
. Educated students and staff (the occupants of the building) about [PM

and asked them to keep their areas clean and free of clutter ...o..ooveevvevennn. @ O O
Encouraged parents to learn about IPM practices and implement them

Ll o T . O O
Developed a program to educate and train all IPM participants ..........oooe.. @ O O
Included language about IPM into contracts with pest management

PrOTESSIOTALS snvsemamymms i o T P SRS B @ O O
SETTING PEST MANAGEMENT OBJECTIVES

Sct 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) .o.ooovvvioericeciniennd @ O O
Set appropriate pest management objectives for school grounds (such as
providing safe playing areas and the best athletic surfaces possible)} ............. @ O O

INSPECTING, IDENTIFYING, AND MONITORING

Ingpected all buildings and grounds for pest evidence, entry points,

food, water, and Harborage SHES ...coovoevcvviinn e O O
Identified potential pest habitats in buildings and grounds ..ol O
O,

Pinpointed the scurce of any current pest problems ...
Monitored to determine the extent of pest problems and to estimate pest
POTIIATINS crr et e Mo B 8 oo sns oo S AR @ O O
Developed plans to modify habitat (for example, exclusion, repair, and

sanitation efforts) te prevent or resolve any pest problems .. @ O O
Established a monitoring program that consists of routine inspections to

estimate pest population levels and identify evidence of pests and

DOLETRIAL N i s s O O



5a.

5b.

Sc.

6.

SETTING ACTION THRESHOLDS

Evaluated all available data obtained through inspecting, identifying, Yes No N/A

23Tl o GE1u {10l SRRSO — O O

Determined how many pests the school buildings, grounds, and

OCCUPANTS CATL TOLEIAE L.ovvvviiiie e s s b et et enens @ O O
Setaction e s oldS o mmmmmrmmems e AR @ O O

PREVENTIVE STRATEGIES

INDOOR SITES

6a.

S YT S TS v s sosnsstomsamitsaimiais s P s S S s
* LOCKET FOOMIS ...ttt e s st r e
L 5L O — :
* STATT TOUNEES .ottt et et
G 17170167 1| A ——————— T
* Food preparation and SerVING ARS8 ..o ess e s erenad _
* Kores weth extensive PIMbRIE «cuwsamnms s e s s :
¢ MAIDENANCE ATEAS -..ovvvvriiriririirimsrs st ecsiereeces s s s s ! ¢
L '

OUTDOOR SITES

b,

.

7b.

Tc.

7d.

Te.

7f.

Te.

implemented appropriate strategies to prevent pests from inhabiting the following arcas:
* PLAY BTG v s e s e R i e o
® PArKING JOTS oottt et et e e e
* Lawns and athletic. Helds. cummmmmnnenmnmnemassan st e

* Teaching gardens or greeniOUSES .o v oo
* Loading docks ..ot e

Gl 55001307 oo O S e D :
* Areas with ornamental shrubs and (rees ... eceeeeresrese oo,
) L

PESTICIDE USE AND STORAGE

Explored alternative pest management methods before concluding that

LT e o el i A T T @ O O

Ensured that pest management professionals integrate IPM into their

pest management Methods ... O O
Identified the least toxic, target-specific chemical (or pesticide

formulation) that is the most effective to address the pest problem,

preferably-asbaitsand granules wamm s T R @ O O
Reviewed and followed all label instructions on pesticides and learned
how to properly apply and handle these chemicals .o.o.ocooovivviiciicvceenl O O

Used spot-treatment (or bait, crack, and crevice applications) to apply

pesticides whenever possible and only treated the obviously infested

pLantSiin THEIBIER wunsrsesreorms v s A B e T S RO S e @ O O
Used protective clothing or equipment when applying pesticides ................. @ O O

Placed all pesticides in tamper-resistant bait boxes or locations that are
inaccessible to children and nON-target SPECICS . .ovivvevvcieeie s O O




7h.
7i.
7i.
7k,
7i.
7m.

n.

To.
p.

7q.

8a.
8b.

8c.

PESTICIDE USE AND STORAGE (cont.)

Locked or fastened lids of all bait boxes and placed bait away from the Yes No N/A

605D Dol T T T R USSR —— O O

Applied pesticides when occupants were not present or in areas where
they would not be exposed to the chemicals ..o O O

Ensured that school occupants (students and staff) are notified of
upcoming pesticide applications through posted notices and/or letters........... @ O O

Ensured that parents are notified of upcoming pesticide applications

COIEEN [SHETS srmmm e s R e O O

Kept copies of current pesticide labels and information on pesticides

SR o [0 b of U S S O O

Stored pesticides off site or in areas that are locked and accessible only to

deslgnated PRESOIIE] s o iaran s s s s T s e T T @ O O

Ensured that storage areas are adequately ventilated and are located away
from areas prone to flooding or where spills or leaks may contaminate

et R oy s ) OO R S O O O
Ensured that flammable liquids are stored away from ignition sources O O
Ensured that pesticides are stored in their original containers and ail lids

AL SECUEETY ASTOIIE M renrnmimwsss swamasssmmsesssesmioss s ams v oues s 3 RS O O
Ensured that air in the storage space cannot mix with the air in the central

PSR O SYSIET vy s s s e B R O O
EVALUATING RESULTS AND RECORD KEEPING

Ensured that accurate, up-to-date records of IPM practices and a pest

management log for each property are Kept ..o @ O O
Ensured that pesticide records necessary to meet zll state, local, and school

board requirements are MAINLAIMNE ....ooviiiirirnin e )

Ensured that each log book contains the following items:

*Copy of the pestmanagementplan: auusmm s s, @

* Service schedules for maintenance of buildings and grounds ...
* Current EPA-registered [aBels ... s

» Current Material Safety Data Sheets (MSDS) for each pesticide project @
= Pestsurveillance data sheelSiwammcmsmmsmmmssmmess sumswss wmsmn (o)
* Diagram noting the location of pest activity, traps, and bait stations........... »

NOTES







Instructions

1. Read the /A0

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
JAQ Coordinator.

Walkthrough Inspection Checklist

thomas verville

Name:
School:  griswold elementary school
Room or Area: building wide Date Completed: 2-24-25
Signature: é‘&f;?m Wé%
1. GROUND LEVEL Yes No N/A
la. Ensured that ventilation units operate properly...oiiiinssisreinonns @ O O
Ib. Ensured there are no obstructions biocking air intakes.........ooovcoveveeicreenin. @ O O
le. Checked for nests and droppings near outdoor air intakes ..o @ O O
1d. Determined that dumpsters are located away from doors, windows, and
QULAOOT Q11 INEAKES 1ovonveccci e s O O
le. Checked potential sources of air contaminants near the building
(chimneys, stacks, industrial plants, exhaust from nearby buildings) ............ @ O O
If. Ensured that vehicles avoid idling near outdoor air intakes ......coovcveeievon.d @ O O
ey Miimilzedpastieldeapplieaton ww oo e P ®© O O
lh. Ensured that there is proper drainage away from the building (including
FOOT AOWNSPOULS) 1o st et ee et et e e et ereneeeennen, O O
li. Ensured that sprinklers spray away from the building and cutdoor
At Itakes o R R T @ O O
1j. Ensured that walk-off mats are used at exterior entrances and that
they are cleaned regularly ... @ O O
2. ROOF
While on the roof, consider inspecting the HVAC uniis (use the Ventilation Checklist).
2a. Ensured that the roof is in good condition ..o @ O O
2b. Checked for evidence of water ponding .ooooovieeiceccci e, O O
2c. Checked that ventilation units operate properly (air flows i) ..o O O
2d. Ensured that exhaust fans operate properly (air flows out)..o.ooooeevvcrnineennnnl O
2e. Ensured that air intakes remain open, even at minimum setting ............o..../ @ O
2f. Checked for nests and droppings near outdoor air intakes ...........oocovreeceeenn.! @ O O
2g. Ensured that air from plumbing stacks and exhaust outlets flows away
from outdoor AT INTAKES .cvvecciiiieicee e secnan ] @ O O
3. ATTIC
3a. Checked for evidence of roof and plumbing leaks ..ol O O @
3b. Checked for birds and animal BESES ... OO
4. GENERAL CONSIDERATIONS
4a. Ensured that temperature and humidity arc maintained within
ACCEPIAbIE FANZES 1oovvivivicicci e ) :
db. Ensured that no obstructions exist in supply and exhaust vents ..................... :
4c. Checked TOr 0AOIS it st n e e enes '
4d. Checked for signs of mold and mildew growth ........ccooceiiviiiniiiini @ O O



4. GENERAL CONSIDERATIONS (continued)

de.
4f.
4g.

b

5a.
5b.

6a.

ob.

6.
6d.

Fas
7b.
Te.
7d.

8a.

8b.

=
| —
>

Checked Porsigns-o i water damame s e s i s i mmsmsernms, @
Checked for evidence of pests and obvious food sources ..o, @
Nated and reviewed all concerns from school 0CCupants .......o.vieiesnnn.n.) @

No
Q
Q
O

BATHROOMS AND GENERAL PLUMBING
Ensured that bathrooms and restrooms have operating exhaust fans ...........| O
O

Ensured proper drain trap maintenance:

Water is poured down fleor drains once per week (approx. 1 quart of water)
Water is poured into sinks at least once per week (about 2 cups of water) ...
Toilets are flushed at [east once per Week ..ot @

o000 O OO0

MAINTENANCE SUPPLIES

Ensured that chemicals are used only with adequate ventilation and when

building 15 UNoccuPied ..o d O O

Ensured that vents in chemical and trash storage areas are operating

T E @ O O

Ensured that portable fuel containers are properly closed vovvvviiiiiiinnnndd @ O O
Ensured that power equipment, like snowblowers and tawn mowers, have
been serviced and maintained according to manufacturers’ guide]ines........., O O

COMBUSTION APPLIANCES

Checked for combustion gas and fuel 0dors ...

Ensured that combustion appliances have flues or exhaust hoods....v..l)

Checked for leaks, disconnections, and deterioration ..o @ O O
Ensured there is no soot on inside or outside of flue components................... o OO
OTHER

Checked for peeling and flaking paint (if the building was built before

1980, this could be a lead RAzard) .............coccooorrrorioreocrecoreeerrerssrermrensrenneseond ® O O
2 O

Pictemained datesollastaal oritesl e e e e,

\
|
A
{
i
{
L]
!

NOTES




Waste Management Checklist

Name: 1 homas Verville
griswold elementary school

Room or Area: buﬂdmg wide Date Completed:

School:

2-24-25

1. WASTE MANAGEMENT

Instructions Yes No N/A
la. Ensured that waste containers are appropriate for use (for example,

1. %zii;pjufd%r o food waste containers should have ESS)P .................... ( ............... ] ................... @ O O
the Background 1b. Ensured that waste containers are lned ... @ O O
Information for le. Ensured that waste from art, science, vocational classes, etc., are
this checklist. handled separately vy e T T T R @ O O

1d. Labeled recycling bins cleatly ..o @ O O

2. EZiE;roeun d le. Ensured number of bins and dumpsters is adequate ..o @ O O
0 it 1f. Ensured appropriate !ogation of dzlmp.sters (i.e., away frqm air intakes,
make & copy of doors, and operable windows in relation to prevailing winds) ... @ O O
sheselaellicr for lg. Ensured waste containers are emptied regularly ..o @ O O
future reference. 1h. Ensured appropriate waste removal schedule v @ O O

3. Bormplete the if‘ Ensured waste is stored 1n.a well-ventilated roon? .......................................... @ O O
Chiceklist. [J. Ensured any exhaust fans in the room are operating properly .....oovevininnn! @ O O

k. Checked waste storage areas for odors, contaminants, or signs of vermin @ O O
» Check the "ves,”
“no,” or

“not applicable”
box heside 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.




Ventilation Checklist

Name: 1homas Verville
Scheol:  Criswold Elementary
Unit Ventilator/AHU No; 98 eru-1
Room or Area; 248-1222 Date Completed: 3-4-25
Signature: f?Z/&W MW&%
Instructions
1. Read the 1AQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background ‘ g
Information for la. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A
this checklist. exampley® five.cseape BOorBlaN muwemoimm e s e e s renrtvessosad O O

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

ITHOER ettt ettt et e s e et e et e ee et e saeates s es et earen st ensorsrenseereesrnend O O

ACTIVITY 1: OBSTRUCTIONS

2. Keep the
Background
Information and
make a copy of

this checklist for le. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
each ventilation OV CONCEE s avmasse o e o T A T T B e S O T B @ O O
unit in your school, Id. Instatled corrective devices as necessary (e.g., if snowdrifts or leaves
as well as a frequently Block an INtAKE} v ettt @ O O
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
3. Complete the le. Checked ground-level intakes for pollutant sources (dumpsters, loading
Checklist. docks, and busdlINGAreas] oo S ) @ O O
tf. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
* ?heCk the “yes,” toilet, or laboratory exhaust fans; puddles; and mist from
‘:no'" S . air-conditioning cOOlNG LOWETS) ....vvrverereiiereinieieceris ot iessssesmee s s aesseond @ O O
e appllcabie lg. Resolved any problems with pollutant sources located near outdoor air
box beside each intakes (e.g., relocated dumpster or extended exhaust pipe) ......c..cccovivieinrnad @ O O

itern. (A “no”
response

soauilbexiiariber ACTIVITY 3: AIRFLOW

attention.) 1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic) .. O O
. Make comments li. Confirmed that outdoor air is entering the intake appropriately .................... O O
in the “Notes”
section as 2» SYSTEM CLEANLINESS
Aecessany: ACTIVITY 4: AIR FILTERS
4. Return the checklist 2a. Replaced filters per maintenance sehedule ..o O O
portion of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the 1ol B L T T OO
[AQ Coordinator. 2¢. Vacuumed filter areas before installing new filters........o.oevicoeeecersinrennn ) @ OO

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

arosid)the artilte bomwmmmamrnmmms s s S B s sapss e st o] O O

Ze. 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 Yes No N/A
ACCUTHNTET Y, s ssmmvvsm s s e sy AR oA S A £ o ot s

2g. Cleaned drain PANS ..ot it st s (o) O

2h. Checked drain pans for mold and mildew ...........ooovovrermisereeeeeeen, © O
ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils arc clean .........cooooveceviverrrrnenn) @ 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) 15 €lean .....oovveviieeeees oo % O O

2k. Ensured that dUctS 8I€ CLEATE 1oovioveieeeeeeeeeaieservsieseessssiesssesses et e eotee oo o)

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

2m. Bnsured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and SUPPLES .....oovcrirnia et O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

O OO AT S, esvesusy i oo T T A R T st e e @ O 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) ........ccovccvvirnnn. @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct POSition ,.....ccveeeerrereen. O O (e)
Je. Set time clocks ApPrOPTIALEIY ooviiviiice oo s ees e @ O @

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

nightiseelkeind iHe) s @ O O

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

oceupied (day) setting and the unoccupied {night) setting ..o O O
3h. Checked that the line dryer prevents moisture Buildup .o.oo.oooovececeiiiiciennon

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

BLOW dOWN The TATKY 1 vies sttt e v eve e et s eeasser st erteer) O O @

3j. Set the ling pressure at each thermostat and damper actuator at the proper

level (no'leakags of ODSIEUGTIONEY i i ose s iiiimatbasnnssssssssnssnssasmtsssnns O O @

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection ......c.oooeo..... @ O O
3l. Ensured that the recirculating relief and/or exhaust dampers are visible

e L T T y— O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ... O O

NOTE: It is necessary (o 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 ... O @ O
30. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is tUrned O oo @ O

3p. Ifin heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

o e IR TR S ol L R ROR————————————— O @ O

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 t0 45°F .oovvvvninnrocinrinennnnd O ® 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
SCEEWS O BOMS 88 HIZAL oiiiiiiii e e s sanare s O O
*  Moving parts are free of impediments (e.g., TUSt, COITOSIONY cevrevererernrn. ] O @ O
* Electrical wire or pneumatic tubing connects to the damper actuator ... O @ O

* The outside air thermostat(s) is functioning properly (e.g., in the right
locattonealibrated cormectly) v ey e O @ O

Froceed to Activities 13-16 if the damper seenms to be operating properiy.

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

ACTOSSHETIIIALS! (s o R T T O @ O
OR

3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicares freeze stat was
L0 0 O ® O

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

AULOMALIC TESEE TTEEZE-SIALS i ittt reae e e st e e st e e e e e e sreesneensesstrr e O O

NOTE: HVAC systems with water coils need protection front the cold. The fieeze-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

TRAI B57F Lo e et e e ar ) @ O O

3w. Ensured that the mixed air stat for cooling mode is set ne lower

thati theiroonT thermBstatS g wunnmanmmmnesmre T S O O

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

TEEH] BERCHOHR ..o imnsmmmmissomsmossn s s o s SRR R A O 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 ....... @ O O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications..........! @ O 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 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 18 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 return air pathways in the existing ventilation system

PErfOrm a8 FEQUITEH ooiriiiee et vt ) O O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between rooms and corridors are functioning ..o @ O

NOTE: [ 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 O
4d. Ensured that supply and return vents are open and unblocked @ O O

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

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

L — O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

ST POBUAORICHANEES semarmm e e s s ] O @ O
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 afr vents ... @ O O
4h. Ensured that unit ventilators are quiet enough to accommeodate classroom

FEIVIES s A R R R e e e O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
fromesupply termnals v i s s sy @ 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 example,

floor Joints, PIPE OPEMIIES) .oviit ittt eebsasasbs s sas s aanens ] O @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grifle(s) ....f O O

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 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

A TCCTTORDAEES., e s s s vy S 5 T3S A A TR 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”).

Sc. Ensured that air is flowing toward the exhaust intake .....ocoeeioiioroicrcenn, O @ 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 ..ol O

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

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

S S S ST — O @ O

6b. Caleulated the number of occupants served (22b) by the ventilation unit

U e S T G A O vsmvnsy oo o s T A S AR AW sssnp s O 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¢) ......... O @ O

ACTIVITY 23: ACCEPTABLE LEVELS OF OUTDOOR AIR QUANTITIES

6d. Compared the existing outdoor air per person (22¢) to the recommended
e W O O

6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
the recommended Jevels in Table 1., O @ O

NOTES







4.

Instructions

. Read the 1AQ

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 heside 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
IAQ Coordinator.

Ventilation Checklist

Name:
School: Gfiswold Elementary School
Unit Ventilatot/AHU No: 2742
1201-1218 3495

Room or Area;

Signature:

Thomas Vervilie

Pate Completed:

Hemaa rawidle

1b.

OUTDOOR AIR INTAKES

Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A
example, a fire escape floor PIANY e O O
Ensured that the ventilation system was on and operating in “occupied”

L4 @ O O

ACTIVITY 1: OBSTRUCTIONS

lc.

td.

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

O e e e e e e @ O O

Installed corrective devices as necessary (e.g., if snowdrifts or leaves

trequently block grintake) cusmemm i i S esssssnsrsssssmms s ® O O

ACTIVITY 2: POLLUTANT SOURCES

fe.

LE

lg.

Checked ground-level intakes for poilutant sources {(dumpsters, loading

docks, and bus-idling areas) .o O O
Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

air-conditioning coOlINg tOWELIE) .o.eiivieiieeeiiin i) @ O O
Resolved any problems with pollutant sources located near outdoor air
intakes (e.g., refocated dumpster or extended exhaust pipe) .o O O

ACTIVITY 3: AIRFLOW

th.

1i.

Obtained chemical smoke (or a small piece of tissue paper or light plastic) .. O O

ONON®

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

2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS

2a.
2b.

2¢.
2d.

Ze.

Replaced filters per mainfenance schedule ..o @ O O
Shut off ventilation system fans while replacing filters (prevents dirt from

BIOWINE AOWNSIIGAIMN) 1eviirit it sttt O O
Vacuumed filter areas before installing new filters.......oooviveerereeeeeee o O O
Confirmed proper fit of filters to prevent air from bypassing (flowing

BTOUNENIENG BRI RIS s nmsrmssoss e ot s o S RSB O O

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 Yes No N/A

BCCUAMIIINEY, ccvmevevesssesmmrrrvmmom oo i TP e Ty B ST g e e O O
2g. Cleaned drain Pans ...t O O
®

2h. Checked drain pans for moid and mildew ..o

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ..o @ 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 .......o.oooeiviciioiiiireee O O
2k, Ensured that ducts are Clean .o

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

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and SUPPHES oo, @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

Ja. Ensured that air dampers are at least partially open (minimum position) ...... @ O O
3b. Ensured that minimum position provides adequate outdoor air

e @ O 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) ..., @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned sunumer-winter switches to the correct position ... veeeeervnne.. 8 O
3e. Set time clocks appropriately v e

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

L UL T . O 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 ..., O O @
3h. Checked that the line dryer prevents moisture buildup ...oovoveeevseircrnnnnn. O O @
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

BIOW dOWD Hhe TANK) ..ooviviis ettt se e et e et ee st O

3j. Set the line pressure at each thermostat and damper actuator at the proper

level (no leakage or ObSIIUCHIONSY woviimiriiisisasiusiiisiinimemmanmmssnsessarsesessomssssmse O O @

ACTIVITY 12: GUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection .....c..cccoovvee.... @ O O
31, Ensured that the recirculating relief and/or exhaust dampers are visible

e L T e ORI O O
3m. Ensured that air temperature in the indoor area(s) served by each

outdoor air damper is within the normal operating range ...l @ O O

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




3 2
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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 ... O @ O
30. Checked that the outdoor air damper opens (at least partially with no delay)
whemthesair-hiandbes is taEned O s mmemmm s i S s smsmssesss ] O O
3p. Ifin heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room
thermostat 15 58t 10 83T . i) O @ O
3g. If in cooling mode, checked that the outdoor air damper goes to its minimum
position (without completely closing) when the room thermostat is set
tobU F and mibxed dicdhernostt IS EEEI0 45°F s mumimsms i i O 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
screwsiotboltsaretightceym vmmnimmmrrs s s s T e O @ O
* Moving parts are free of impediments (e.g., Tust, corrosion) .................... O @ O
*+ Electrical wire or pneumatic tubing connects to the damper actuator......| O O
* The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COrrectly) oo O @ O

Froceed to Activities 13-106 if the damper segms to be operating properly.

ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls (for automatic reset only) to test continuity
UL OV L TV o7 5 R P AR O O
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates freeze stat was

(TE] T N e e e e e e e ] O @ O

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

AutomMAatic Te5et fTEBZE-SIAIS ..ottt sttt e 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°K

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

AT D o0 T TN s e st st i o A G @ O O

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

than.theroony tHermostab Setling oo eau @ O O

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

TOEH] DEAC B o T e cnses pnrses sssssssansnsisass siasss s sssnmnns s ernsensiens s e s O O

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

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

PErfOrm as reqUILEd.........ocooiee it O
4b. Ensured that passive gravity relief ventifation systems and transfer grilles
between rooms and corridors are FUNCHORING v @ O

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

dc. Made sure every occupied space has supply of outdoor air (mechanical
system or operable WindOWS) ..o O O
4d, Ensured that supply and return vents are open and unblocked ......................d @ O O

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

R L T O O
4f, Modified existing HVAC systems to incorporate any room or zone layout

and population ChANEES . ...t arae ) O @ O
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 O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

T W O O

4. Ensured that classrooms are free of uncomfortable drafts produced by air
from supply termmals 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 svstem, including
any exhaust fans, is operating on the “occupied” cvcle 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 JOINES, PIPE OPEIITIES) eoveririeiierritite e ee et eeer et eneenersessern s O O

5. EXHAUST SYSTEMS

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

AAJACENE SPACES vuvvivvircerererrieires et sttt ens sttt es e e ees s tos e O O

Stand ouiside 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 ...oooveeeeeerieveeeeniesn, O @ 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 ......ocvvrrevvreennn., @ O

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

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

UITE oot b b bbbt O O

6b. Calculated the number of occupants served (22b) by the ventilation unit

e ool L e i 3 T . O @ 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¢) ......... O @ O

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

levelsin Tables Lo sconmegimmmumnmmnsiss s s s S e O 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 TaDLE 1. s O @ O

NOTES







Ventilation Checklist

Name: Thomas Verville

School:  Griswold Elementary School

Unit Ventilator/AHU No:  S74-3

d-wing

3-4-25

Date Completed:

Somaa pervidy

Room or Area:

Signature:
Instructions
1. Read the fAQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background , .
enrrEtion 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 PIANY v O O
Ib. Ensured that the ventilation system was on and operating in “occupied”
2. Keep the T e st e S S T e ® O O
Background

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

caopy for future
reference.

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

OF COVETS Loourierrinsasissenisasiiss sttt ess detcoree et emessanaanseamesrserasersrsrssessesssinsssissines . O O

ld. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

trequently bloskuanimtalie) oo s ® O O

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

3. Complete the e
docks, and bus-idliNg ArCASY «...ocveieee s e et e e s e e s s ienans)

4.

Checklist. ;
e % 1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
' ghec”k the “yes, toilet, or laboratory exhaust fans; puddles; and mist from
g ®F . 50 o el o 25 TR O—— ® OO
bnotbappélcableh lg. Resolved any problems with poilutant sources lecated near outdoor air
iy es:"e 6'"80 intakes (e.g., relocated dumpster or extended exhaust pipe) ..ooovoververenccnnd) O O
item. {A “no
response )
requires further ACTIV?TY 3: AIRFLOW . ‘ . B
attention.) lh. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O

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

Make comments
in the "Notes”
section as
necessary.

O O

li. Confirmed that outdoor air is entering the intake appropriately ........occeinv.. !

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance sCHedule i @ O O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

DIOWING OWNSITCAM) vt ettt . O O
2c. Vacuumed filter areas before installing new filters ..., . O O
2d. Confirmed proper fit of filters to prevent air from bypassing {{lowing

around) the air FIIer ..o e ) O O

Ze. Confirmed proper installation of fiiters (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 Yes No N/A
AU I N5 swwimenasusmies sswsesors o st essosso e o T S e s )

2g. Cleaned drain PANS ........coviveiieinne et enansd G O

2h. Cheeked drain-pans-formold and mildew e smamnupsnasmam, © O
ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean ........oovooeescvnsseennd 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) 15 CIaN oo e O
(®

2k, Ensured that ducts are CIEAN ..ottt e s et

ACTIVITY 8: MECHANICAL ROOMS
21, Checked mechanical room for unsanitary conditions, leaks, and spills ......... @ O O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and SUPPHES ..ot O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open {minimum position) ...... @ O O
3b. Ensured that minimum position provides adequate outdoor air

O DDA oo owmaersssss o s i s P S s S T 00k omsmtnescmcasanse O O

ACTIVITY 9: CONTROLS INFORMATION

3c. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,
and contrels operations manuals (often uniquely designed) ...l @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the Correct position ...........oceocviiennnnd 8 O 8
3e. Set time clocks appropriately ..o

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

IR B W RS E e sovcwmtrss i ro e S T S Y R TN o @ O 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 ......cccocovvivevevrernnn O O @
3h. Checked that the line dryer prevents moisture buildup ..o O O @

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

BlLow down the 10K .ottt O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper

leveli(no:leakage. oroBSINICHONS) snpmmmmunnnssnbs s s rs O O

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection ............cooco.n! O O
31, Ensured that the recirculating relief and/or exhaust dampers are visible

o T T I—— @ O O

3m. Ensured that air temperature in the indoor area{s) served by each _
outdoor air damper is within the normal operating range.......covvviiiveerenennn, O O

NOTE. It is necessary to ensure that the damper is operating properly and within the normal
range fo continie.




3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

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

of shutting off appropriate air handler ... d O O
30. Checked that the outdoor air damper opens (at least partially with no delay)

when the air handler is turmed 0N e O O

3p. Ifin heating mode, checked that the outdoor air damper goes to its
minimum position {without completely closing) when the room

thermostat 15 $61 10 85F .o O O

3g. If in cooling mode, checked that the outdoor air damper goes to its minimum

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

to 60°F and mixed air thermostat is $et t0 d5%F .oiiiiiviiiiiieeceeeeeee o) O @ 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

serews Or boHs areig Nt summmrmm s o e s T s e e sesmnr s O O
® O

*  Moving parts are free of impediments (e.g., rust, corrosion) ................| O
* Electrical wire or pneumatic tubing connects to the damper actuator...,,.o @ O

* The outside air thermostat(s) is functioning properly (c.g., in the right
location, calibrated COrrectly) o v O @ O

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

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

AL OS S RTRIIIALES . v cocensrsssiessoses s s s o s o3 5443354 T3 S T O @ O
OR

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

R e e e e e e e e e e e O @ O

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

AUOMALIC TSt FIEEZE-STAIS .. 1iiie ittt et ss et es et e seees s 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 tvpical irip
range Is 35°F to 42°FK

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

TGO E v ionmn o A o @ O

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

than themoomriiermpStAlSENG o T O O

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

s o o e T O 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 ....... O O

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

PeTFOTM: A8 FEQUITEM. .. cccrmunsressmrmmsmmnsnsasmrmssssmssmsssis e sisssss s el O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are funCtoning ..o.cooovevviviericese o] @ O

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

4c, Made sure every occupied space has supply of outdoor air (mechanical
system or operable WINdOWS) ..o s e @ O O
4d. Ensured that supply and return vents are open and unblocked woovivinnnnn @ O O

NOTE: [f 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

A SUPPIY s S S N e ] O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population changes O O
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 .......ccevveieniiiineiennnd! @ O O
4h. Enswred that unit ventilators are quiet cnough to accommodate classroom

ACHIVITIES 1ovitiriies sttt e s snes e es e er s en s @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
{TomSupply eSS O O

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutants, the ventilation sysiem is designed fo
mdintain 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) rvoveirrireierr ittt et ee e annen @ O

5. EXHAUST SYSTEMS

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

If fans are running but air is not flowing toward the exhaust intake, check for the following:
» [noperable 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 fo surrounding spuces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A
AAJACETIE SPACES ..ottt er st sttt es et et e e n e

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

53¢, Ensured that air is flowing toward the exhaust intake ......oocoovvineerecreeeeeceonn, O @ 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 .o..ovveveereersn, @ O

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

D oottt e Rttt O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

e e Lo .. O @ 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¢) ......... O O

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

levplsin Falile: Lo s s s S S i s o O @ 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 1. s O @ O

NOTES







Ventilation Checklist

Thomas Verville

Name:
School:  Griswold Elementary School
Unit Ventilator/AHU No: 87U-3
Room or&reas SoWING Date Completed; 3-4-25
Signature: %W M@L&‘&%
Instructions
1. Read the /AQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background _ .
Information for la. Marked locatiens of all vutdeor air intakes on a small floor plan (for Yes No N/A
this checklist. exampleastiresescape MToomplan] wmmmnssmsnssmsmars T O O
1b. Ensured that the ventilation system was on and operating in “occupied”
2. Keep the 8 e I — @ O O
Background

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

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

VT COVGTES o o o 5 3 2 0 T P T P R S @ O O

Id. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently Dlock an intake) ..ot i) @ O O

as well as a
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES

le. Checked ground-level intakes for pollutant sources (dumpsters, loading
docks, and bus-idling ATEaS) .....cvvriimiviiiiien s s
1f. Checked rooftop intakes for pollutant sources {plumbing vents; kitchen,

3. Complete the
Checklist.

4,

* Check the "yes,”

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

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

::”0:" ar B air-conditioning COOlIME LOWETS) . .cviiuiiririeri i ss e sse bttt erenenn @ O O
bnotbappéfcableh lg. Resolved any problems with pollutant sources located near outdoor air
sl intakes (e.g., relocated dumpster or extended exhaust pipe) ..oovvvvvvceicrenn) O O
item. {A "no
response

ACTIVITY 3: AIRFLOW

requires further
attention.)

Make comments
in the “Notes”
section as
necessary.

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

® O O

1i. Confirmed that outdoor air s entering the intake appropriately ..o,

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS

2a. Replaced filters per maintenance schedule .o @ O O

2b. Shut off ventilation system fans while replacing filters (prevents dirt from
DO 0 OIS T A cwsin s s s esis s o s o P S 0, SO S

2c. Vacuumed filter areas before installing new filters.......cooooooeeeivviieeen) @ O O

2d. Confirmed proper fit of filters to prevent air from bypassing {flowing

AROURAYEE AT O oo svmmmns s st i o o s T ST O O

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 (o prevent water from Yes Ne N/A
ACCUMBIAHIIE) coovviiieiis e et en s st et e e e eeeeseneas e O O

280 L enme TS TRIRS om0 B T T S BT s s s emnnpem s stsanges @ O

Zh. Checked drain pans for mold and mildew ....cooovvvcccnoiiinnnecc i, O

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils a1e I8N i iieeeeeees s ses e @ 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) i Clean ..o enrerenes @ O
2k. Ensured that Quets 16 e leam . o s s i v i s esseset oo e esss sl @ O

ACTIVITY 8: MECHANICAL ROOMS
21, Checked mechanical room for unsanitary conditions, leaks, and spills ......... @ O O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and SEPPHES ..o oo O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

e e e et @ O 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) ..ol @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct poSItion .......ovvecivereirienns) 8 O %
3e. Setrimeclooks APPTONTIATETY s s o i AT inesnanarerssssussysasnsbossemsrepstes

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

DIGHEWEEKENA HSE) 1ooiviviie ittt et O O

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

occupied (day) setting and the unoccupied (night) SEtiNg ..o.oooovvevececevvnand O O
3h. Checked that the [ine dryer prevents moisture buildup ..cooocoooooiiiceiinnnnd O O @

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

Lo L v ) T . O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper
tevel (no leakage or ObSIIUCTIONS) ©voviiciiiiieee e, O O

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

ke D B e O O

Jm. Ensured that air temperature in the indoor area(s) served by each
cutdeor air damper is within the normal eperating range ..o, @ O O

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 ..o i) O O
30. Checked that the outdoor air damper opens (at least partially with no delay)

when the air handler is turned 0n ..o O O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thermostat 1S SEt 10 85°F ..ot e eaernd O @ O

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 $et 10 45%F L) O O
3r. Hthe outdoor air damper does not move, confirmed the following items:

+ The damper actuator links to the damper shaft, and any linkage sct

serews T DOl e BNt wrmmmmam s T R I o asm s O @ O

*  Moving parts are free of impediments (e.g., rust, corrosion) ...........o...... O @ O
*  Electrical wire or pneumatic tubing connects to the damper actuator ... O O
» The outside air thermostat({s} is functioning properly (¢.g., i the right

location, calibrated correctly) ..o N —— O O
Proceed to Activities 13-16 if the damper seems to be operating properiy.

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

L TR (111 1)) R S O @ O

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

BB (o ocoucmmmson mmsesmmm s o e VRS TEN  RSR ST O @ O

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

AULOINAHIC TS TTEEZESTALS ...viievrsiriiieiininie sttt see e s as b1t ese et emreee 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

Than B5°F Lot s O @ O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than Araroo T tHe B IRUESEINE nrvmamm s e I s O @ O

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

10CAL DIACKICES oviviiiiiivieieesteiei et see st essenesses s srssees s enssrsresmssssaestasesteteseana ] O O

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

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

NOTE: Economizers use varving amounts of cool outdoor air to assist with the cooling
load of the room or rooms. There are two types of economizers, dry-bull 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) ..o e ]

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

PEEFOTAS TEQUILED . ovummncomonsssmsmssmsmsmsssssssnms asesoss comsmmemamssasms s sro O
4b, Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ... 4 @ 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 WIndoWS) oo e @ O O
4d. Ensured that supply and return vents are open and unblocked .o ) @ O O

NOTE: If outlets have been bocked intentionally 1o 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

TE Rl o] ] — O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and popuiation changes O @ O
4g. Moved all barriers (for example, room dividers, large free-standing

blackbeards or displays, bookshelves) that could block movement of

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

AELTVILIES 08 0 ronesnsnansmseaitnn s es ittt s o s e R R S s e @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
fromsupphY termtinalsic c o R S R @ 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 daing 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 OPENINZS) .oiivrr it O @ O

5. EXHAUST SYSTEMS

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

If funs 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 fan belt




5. EXHAUST SYSTEMS (continued)

ACTIVITY 20: EXHAUST AIRFLOW

NOTE: Prevent migration of indoor contaminants from areas such as baihrooms, 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 Mo N/A

DAJATIEIIT SPHOEE sveyiosian 155 05750050500 o 030301 e e A7 A A AR 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”).

Sc. Ensured that air is flowing toward the exhaust intake ..o, O @ 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........ovecverrrennnn O

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

e O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

UNAer CONSIACTAtION .c..oovrrce s et e O O
6e. Divided outdoor air supply (22a) by the number of occupants (22b) to

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

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

1RVEIS 1 TADIE | vevvvvvvevvvvvescsesroeneeencoeeeeoee e seeoeses et eseseeseser s O @O
be. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22c) meet
the recommended fevels I Table 1. s O @ O

NOTES







Ventilation Checklist

Thomas Verville

Name:
School:  Griswold Elementary School
Unit Ventilator/ AHU No: eru-4
Room ot Area: _001-1018 Date Completed: 3-4-25
Sjgnature: %Mdr Wé%
Instructions
1. Read the /AQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background . -
Information for ta. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A
this checklist, examuple; mfiressucage Toor DI s s s
1b. Ensured that the ventilation system was on and operating in “occupicd”
2. Keeptie LT Ta T 1RSSR @ O O
Background

Information and
make a copy of
this checklist for

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

g R T @ O O

each ventilation

unit in your school, ld. Installed corrective devices as necessary {e.g., if snowdrifts or lcaves

as well as a frequently DlocK an iNTAKE) oivoiieie oo o ssees e e @ O O
copy for future

reference. ACTIVITY 2: POLLUTANT SOURCES

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

docks, and b idlINEOreas] s SRR e s @ O o

3. Complete the
Checklist.

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

Check the "yes,”

1f. Checked rooftop intakes for poitutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddles; and mist from

e or o air-conditioning COONNE LOWETS) ...ov.vivrisiereesisesessesesseeesseseeesneseeessenressas) ®© OO
bn otbappcljlcab eh lg. Resolved any problems with pollutant sources located near outdoor air
Calis el intakes (e.g., relocated dumpster or extended exhaust pipe) o..covvvieveinn.n] @ O O

item, {A “no”

response ]
requires further ACTIV}TY 3: AIRFLOW
attention.) Lh. Obtained chemical smoke (ot a small piece of tissue paper or light plastic).(¢) (O O

Make comments
in the “Notes”
section as
necessary.

O O

li. Confirmed that outdoor air is entering the intake appropriately ..........o.......... @

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ..o O O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

blowing dowWnStrEaI) weamerss o s s R s T G e sasnend O O
Zc. Vacuumed filter areas before installing new filters .......o.ocooeiiiivcniececnnnns O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

GEEI R N (e g U ST
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
T ALY s uvimsnnes o o S TR T S S R e e

2g. Cleaned drain PANS ...t em et
2h. Checked drain pans for mold and mildew ..o

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 ventilator

(air-mixing chamber and fan blades) is clean ..o, % O 8

Zk. Ensured that ductS 858 ClEATL .iiuierieiiiieos e oo s v e st ereesss s s s sessss o

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

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and SUPPES .o @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

e e E T e —— @ O O

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..ooovviiveiin @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches 10 the COrrect position ...........ccccoveveeerenns] O O
3e. Settime clocks appropriately ..o e @ O

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

L i L T @ O 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 .....ocoooooovvvvieeennen, O
3h. Checked that the line dryer prevents moisture buildup ....ooooccvvnviinciinniennn, O O

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

Blow dOWE the TANKY .ooeeiecec st s ettt e et e e e sere e rre e O O

3j. Set the line pressure at each thermostat and damper actuator at the proper

level (iiodeakage onobsMICHTHEN woummmmm e T S T S e e s O O

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

O IS PR O ey verresispss o oo o 3 TR T T TR TN s o mom st s st @ O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ..o.ocococvvvvev e, @ O O

NOTE: It is necessary fo ensure that the damper is operating properly and within the normal
range to continie.




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 ..o O O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is tUrmed 010 i) @ O

3p. Ifin heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thermostat 1S 86t t0 83°F .ot O @ O

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 et 10 45°F i) O 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
Serews Orboltsarelioht,. ..o T O @ O
*  Moving parts are free of impediments (e.g., rust, corrosion) ..................! O @ O
*  Electrical wire or pneumatic tubing connects to the damper actuator ... O O O
+  The outside air thermostat(s) is functioning properly (c.g., in the right
location, calibrated COMTECtY) .o O O

Praceed to Activities 13-16 if the damper seems to be operating properly,

ACTIVITY 13: FREEZE STATS
3s. Disconnected power te controls (for automatic reset only) to test continuity
ACTOSS TETINIINALS civiiiieie e ra e sb bbb send O @ O
OR
3t. Confirmed (if applicable) that depressing the manual reset button {usually
red) trips the frecze stat (clicking sound indicates freeze stat was

P vy e BN Sesnsnsemmesses st st s s s rssssepas e @ O O

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

AULOMATIC TeSet FTEEZE-STAIS 11oetiv ittt @ 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

ENAN G5°F 1ovvvvvovooveeoossoceononssssesessese et ssesssessesmrerresessssesseessenessssssseser s © O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat Setting ..., @ O O

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

loen] PRACHIEER! susmmummmmsns s e TR D DR e O O

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

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

NOTE: Economizers use varying amounts of cool outdoor air fo assist with the cooling
load of the room or rooms. There are two fypes of economizers, dry-bulb and enthalpy.
Dry-bulb economizers vary the amount of outdoor uir based on outdoor iemperatire,
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
heurs (even when room thermostat is satisfied) ... i)

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

LT ooy (T eI O U .| O O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between rooms and corridors are functioning ... ol O 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 operablie WINAOWS) ..ot eenr s @ O O
4d. Ensured that supply and return vents are open and unblocked ...ooooovveenrin @ O O

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

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

4f. Modified existing HVAC systems to incorporate any room or zone layout

and populationehanBes o mwmimpim i T i sasssessrosasessasesrans) O @ O
4g. 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 ..ol @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

BEEVIHES o scoemonms s R T S T i anasssnsssenssssnd @ O O

41, Ensured that classrooms are free of uncomfortable drafts produced by air
from supply terminals ...t @ 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 example,

floor jOINts, Pipe OPENINGS) 1.oviverierieiie ettt e O O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grilie(s) ....! O O

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

AAJACENT SPACES 1vvvvriercececerere e erv sttt es st ee et een s reenens 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 ™).

Se. Ensured that air is flowing toward the exhaust intake ..o.oococveeereeeeeeeereveererinns O O

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

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 cach ventilation

UIIEE oot sk e b b s st e O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

T A O LTI Oy 0 S50 AN b mesmmomnmsan s s pas g oo O O
e, Divided outdoor air supply (22a) by the number of occupants (22b) to

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

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

e L L T T — O @ O
te. Corrected problems with ventilation units that supplied inadequate

quantities of cutdoor air to ensure that outdoor air quantities (22¢) meet
the recommended levels in Table Lo O O

NOTES







Ventilation Checklist

Name: 1homas Verville
School: ©riswold Elementary School
Unit Ventilator/AHU No: eru-5
Room or Area: 1022-1047 mted: 3-4-25
Signhature: Z%W
Instructions
1. Read the IAQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background ‘ o
Information for la. Marked locations of ali outdoor air intakes on a small floor plan (for Yes No N/A
this checklist, examplesa fire excapeiflonT PN wmmmmrrs s e e e ® O O

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

2. Keep the IFIOAE 11t ins s st et e en s e et es s ene et ee e et et eaeaneneaerees s essenesena @ O O

Background
Information and

make a copy of ACTIVITY 1: OBSTRUCTIONS

this checklist for le. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
each ventilation O S S B I T———— @ O O
unit in your school, 1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
as well as a frequently Dlock an INEAKE) ...t @ O O
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
3. Complete the le. Checked ground-level intakes for pollutant sources (dumpsters, loading
Checklist. docks and s CHITRTEaE) s o T T @ O O
If. Checked rooftop intakes for poilutant sources (plumbing vents; kitchen,
' E:heck the “yes,” toilet, or laboratory exhaust fans; puddles; and mist from
"ﬂofﬂ or Y alr-conditioning COOIIME TOWEIS) .......oovis i eesireeeiecre s e e eeeeneesss s @ O O
nat appllcable lg. Resolved any problems with pollutant sources ocated near outdoor air
pox bes’f,’e e”ach intakes (e.g., relocated dumpster or extended exhaust pipe) ...ocoviieiciinecinn) O O
item. {A “no
response i
requires further ACTIVITY 3: AIRFLOW
attention.) Ih. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
. Make comments li. Confirmed that outdoor air is entering the intake appropriately ...........c.o..... O O
in the “Notes”
sectian.as 2. SYSTEM CLEANLINESS
ARGEEsany: ACTIVITY 4: AIR FILTERS
4. Return the checklist 2a. Replaced filters per maintenance SChedule ... O O
portion of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the BlOWING AOWNSITEAMY cc.iviiniinie i ceiis i sessevesisiasesse oo ses s sasesee et O O
IAQ Coordinator. 2¢. Vacuumed filter arcas before installing new filers .o ccceeeevcreesnn) O O

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

around) the alTlEe e T T T i rep sl O O

Ze. 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 Yes No N/A
AT IO it s o o e onne s B i 1 A e

Q O
L R T ——— O O
®

2h. Checked drain pans for mold and mildew .....ocoovooeeeeeee e

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ..o, @ 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 .........cocooovvivvve oo @ O
2k, Ensured that ducts are Clean ..o @ O

ACTIVITY §: MECHANICAL ROOMS
2. Checked mechanical room for unsanitary conditions, leaks, and spills ......... @ O O

2m, Ensured that mechanical rooms and air-mixing chambers are free of trash,
thémical-poodueis, endsupplies. cemmummmmmnmnssssmppmms s @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

DO O AT st o0 TS T b A5 SR 90 o A B o ) @ O O

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 (ofien uniquely designed) .,....oooovoveeivennn, @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position ... O O
3e. Set time clocks appropriately oo @ O

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

MEZIY/WEEKENA USE) ooiiiiiiiiict vt e eeee s @ O 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 ..........c.coveevnennvn. O O @
3h. Checked that the line dryer prevents moisture Buildup ..o.ocococeeoeivvonn) O O
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

Bloned Wit ankl « s cmammimem s T O O

3j. Set the line pressure at each thermostat and damper actuator at the proper

level (no leakage or OBSIIUCHIONS) .vvievicsciieeee e, O O

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection .....occcccovnnrn @ O O
31, Ensured that the recirculating relief and/or exhaust dampers are visibie

O I S DS ETOT hs 0 o0 S R i enenn s apssass snpmsmonsrs e nesnes g avmy srmwamems st s amsn O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ............ccoccevevve.) O O

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 Randler ..o o) O O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is TUMEd 0N ..o O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thermostat 15 5et 10 B5°F ...t O O

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 Rl S el —————————————— O (o 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 sct
SCrews oF DOltS are tENt ..o et e e re et O @ O
+  Maving parts are free of impediments (e.g., rust, corrosion) ...,.............. O @ O
* Electrical wire or pneumatic tubing connects to the damper actuator......! O @ O
* The outside air thermostat(s} is functioning properly (e.g., in the right
location, calibrated Correctly) ... O @ 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

ACTOSS LETTIITIALS .ottt sttt et s s O O
OR

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

BEIPPEAY triinrerensarssssssissberenscsenssssensenssassrssmssssessssnsassshonmsmssosa snsossnsins isisanssssas) O O

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

automatic 1csetfrcczc—statso @ 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 irip
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

TR e ONORO®

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

than the room thermostat SEHING ..o ) @ O O

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

Tl PUABITBE vy s s S B fpsssmespssmasmsssmss e sasssisss s O 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 ....... O O O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............ O @ 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 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 Ne N/A
hours {even when room thermostat is satisfied) oo

NOTE: If fan shuts off when the thermostar is satisfied, adjust control cycle as necessary to
ensure syfficient 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
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and cortidors are functioning ... @ O

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

4c. Made sure every occupied space has supply of outdoor air (mechanical

system or operable WINAOWS) ..oo.ovoeie it esie s e e eeeeere e s @ O O
4d. Ensured that supply and return vents are open and unblocked ......................] @ O O

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

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

e ey O O @
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population ChANZES ..ot sssse e O O @
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 ........cccveciieinenriciennd @ O O
4h. Ensured that unit ventilators are quict enough to accommodate classroom

activities @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
Trom supply 1eIMINALS Lot 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” cvele 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, plpeopenmgs)o @ O

5. EXHAUST SYSTEMS

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

If fans are running but air is not flowing toward the exhaust intake, check for the following:
» [noperable dampers
v Obstructed, leaky, or disconnected ductwork
*  Undersized or improperly installed fon
* 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).

Sb. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

B JACRITE: S Beoerssrnsusss ossvs sy i S A EoR SR Hbmnemsagnessmpanss smaseer s ses 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 intalee ..o, O @ O

ACTIVITY 21: EXHAUST DUCTWORK

5d. Checked that the exhaust ductwork downstream of the exhaust fan (which is
under positive pressure) is scaled and in good condition......o.coceevinviccnnnne. O

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

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

L L O O

6b. Calculated the number of occupants served (22b) by the ventilation unit

A VISTTETHG G T T 1 OSSO O @ 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¢) ......... O O

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

fevels I TAbIe 1. e e O O
6e. Corrected problems with ventilation units that supplied inadequate

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

thesrecommendadilevelsin Tablel Lopsmmsnimarmsmsarmmnssnan, O O

NOTES







Ventilation Checklist

Thomas Verville

Name:
School: Griswold Elementary Schoal
Unit Ventilatot/ AHU No; _Mau-1
Room or Area; KIICNEN Date Completed; >-429
Signature: Uomae vervele
Instructions
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 scape floor PIANY ..oovirveciivieeeiiieie i) O O

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

2. Keep the VIR vt B DR S B s vems s pmasense e ®© O O

Background
Information and

make a copy of ACTIVITY 1: OBSTRUCTIONS

this checklist for le. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
each ventilation O BRIV o s i e s s s s o0 A A R 9 G S e S T @ O O
unit in your school, id. Installed corrective devices as necessary (.., if snowdrifts or leaves
as well as a frequently bloclearmintake) i s s s s i s s resmeesd @ O O
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 areas) ... ) @ O O
if. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
+ Check the "yes,” toilet, or laboratory exhaust fans; puddies; and mist from
::nD’" or " sib et tel el s g oialh] gl G L A ————— o O
gt apg?llcable lg. Resolved any problems with pollutant sources located near outdoor air
.box bes'f,fe e:';\c:h intakes (e.g., relocated dumpster or extended exhaust pipe) ...coovvveeveeerinn. @ O O
item. (A “no
response
requires further ACTIVITY 3: AIRFLOW
attention.) th. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
T T — li. Confirmed that outdoor air is entering the intake appropriately ..................... @ O O
in the “"Notes”
it e 2. SYSTEM CLEANLINESS
RecERsaly. ACTIVITY 4: AIR FILTERS
4. Return the checklist 2a. Replaced filters per maintenance schedule ..o @ O O
portion of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the DIOWING AOWIISIICAM} c.vvivueirrirmensiirsinsessees e eeees st ese ey ® OO
IAQ Coordinator. 2c. Vacuumed filter areas before installing new filters.........ocoocoecerivoeeeeein, (® O O

2d. Confirmed proper fit of filters to prevent air from bypassing (flowing
TEOHTTRE R RIIECE . . ccnmsasnsomanenmos miesssiseomions 49,053 B30 Seaa S SO0
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 (fo prevent water from
lelulbha LT ED T r———————— T ———— -

2g. Cleaned draill DANS ...coveveeemrrrsiiriee s e et e e er et esem s s
2h. Checked drain pans for mold and mildew ..o

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

2k. Ensured that ducts are ClEamn ... eioeeeeeee e eeeeeeeeee e eeer et ere @ O O

ACTIVITY 8: MECHANICAL ROOMS
21. Checked mechanical room for unsanitary conditions, leaks, and spills ......... @ O O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and SUPPLES ..o e, @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

TOT: RIS s oxccsicmsvewmniames s esssss g T PR T T B oo prmrmenel @ O O

ACTIVITY 9: CONTROLS INFORMATION
3c. Obtained and reviewed all design inside/outside temperature and humidity
requirements, conirols specifications, as-built mechanical drawings,

and controls operations manuals (often uniquely designed) ........ocooovveeroee. O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct POSItion ....ocoovvvreinecenesn ) O @
3e. Settime clocks apPropriately oo e O O

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

nighfiweekend HSE] oS e T SR TS T oo @ O 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 ..o O O
3h. Checked that the line dryer prevents moisture buildup ....co.ooooovvivorrerne e, O
3i. Replaced control system filters at the compressor inlet based on the
compressor manufacturer’s recommendation (for example, when you

BLOW GOWN ThE CaNKY oo O O

3j. Set the line pressure at each thermostat and damper actuator at the proper
level {noleakage or obsIraEIONS) v mmim s e i sesmsronsanse O O

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

FE T VS R R somsssvnvosivmesssms s s b B T 55 s g @ O

3m. Ensured that air temperature in the indeor area(s) served by each
outdoor air damper is within the normal operating range .,.....cccovvvvrvriienn.n O O

NOTE: [t 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 cutdoor air damper fully closes within a few minutes Yes No N/A

of shutting off appropriate air Bandler ..o O @ O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler IS turned 0n .o O

3p. Iin heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

Wiermnastat isset 85 oo s s s s O @ O

3q. If in cooling mode, checked that the outdoor air damper goes to its minimum

position (without completely ¢losing) when the room thermostat is set

to 60°F and mixed air thermostat is set t0 45°F ....cooovoriercrvviresessn ) O 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 o:boltsa;ctlghto @ O

*  Moving parts are free of impediments (e.g., rust, COrrosion} ..o, O @ O
* Electrical wire or preumatic tubing connects to the damper actuator...... O @ O
+ The outside air thermostat(s) is functioning properly (e.g., in the right

location; calibratod COMREEY unesmsion i Ao O 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

BCLOSS TEITIHNALS oot et sttt e O @ O
OR

3t. Confirmed (if applicable) that depressing the manual reset button (usually

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

oL T Tor L .. O @ O
3u. Assessed the feasibility of replacing all manual reset freeze-stats with

AULOMALIC TESET FTCRZE-STALS ..ovivrverrrirerir e ieciie ittt rnne et ben e iesss O @ O

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

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

ERAN GFCF 1ovvvvvcvicececeeeooss s sessss s eeseeeseeseeeesstesesese st e ® O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SEtNE ..oovviieeiccce e @ O O

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

lEEAlEraotiBES rerommmmmmssss e S ST T @ O O

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

3y. Checked that sensor on the economizer is shiclded from direct sunlight ....... @ O O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications ............ O 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 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 during occupied Yes No N/A
hours (even when room thermostat is satisfied) ........cocooiviicviniiceiisriiennd)

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

e o T L e v T (0) O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ... O O

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

de. Made sure every occupied space has supply of outdoor air {mechanical
system or operable WIBAOWS) ..o e O O
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 discomfors and reopen the venis.

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

QEE SUPPLY oottt ettt e O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population changes O O
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 ........ococeeeceeeeeveeeeererenenn | @ O O
4h. Ensured that unit ventilators are quiet enough to accommoadate classroom

EIDTAVIEDHES s svosusmmosos ssstas s s o S A S S @ O O

4i. Ensured that classrooms ar¢ free of uncomfortable drafts produced by air
from supply terminals ......coivi i) @ 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 “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 OPEAINEE T s animr i T esspesass s srssosssnsessnmsens O @ O

5. EXHAUST SYSTEMS

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

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
* Braken 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

el U L S ————— 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”).

5¢. Ensured that air is flowing toward the exhaust infake ....o.ooevevereeeeevveeeeesrennns O @ 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.....ovveeveeeeinin o O

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

UBIED ©ootccytst it bbb et O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit
underConSIAErati 00 g o T e e names et e O @ 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¢) ......... O @ O

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

levielsin Tableld sy s g G T T e O @ O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
the recommended Tevels in Table £, O @ O

NOTES
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Ventilation Checklist

Name:
School:
Unit Ventifator/AHU No:

Room or Area:

Thomas Verville

Griswold Elementary School
RTU_ta

LMC

Yhomaa vermdZe

Date Completed: 2423

Signature:

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 floor PIan) «oe e O O

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

T I ——— @ O O

ACTIVITY 1: OBSTRUCTIONS

lie-

id.

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

e O T v .| @ O O

Installed corrective devices as necessary {e.g., if snowdrifts or leaves

frequently block an INtAKE) ......ceiriieiirier oo et ene s @ O O

ACTIVITY 2: POLLUTANT SOURCES

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

docks, and bus-idling areas) ... e @ O O
If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

Air-conditioning COOHNE LOWETS} ..ooooooiviriiiii s e e e @ O O
lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) ..o O O
ACTIVITY 3: AIRFLOW
th. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
li. Confirmed that outdoor air is entering the intake appropriately ....................] @ O O

2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS

2a.
2b.

Ze,
2d.

2e.

Replaged filtens permalntonancesehodile oo s @ O O
Shut off ventilation system fans while replacing filters (prevents dirt from
blowing dOWNSIICAIN) .....veveiiriitierieie et eeeeeens e ee e

Vacuumed filter arcas before installing new FIErs ... @ O O
Confirmed proper fit of filters to prevent air from bypassing (flowing

et e 1T L i e B O O

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 Yes No N/A

ACCUTUEATITIZ) oottt ee e ee e oo sn s O O
ARG To TGl s SO ———— O O
® O O

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

ACTIVITY 6; COILS
2i. Ensured that heating and cooling coils are ¢lean .. ieecinorensiessnnn, @ 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) 15 Cleam ... @ O
2kc. Ensuted that ducts a5e CIBAIL oeiiviiii i sissiesseeesssesssss s orerasd @ O

ACTIVITY 8: MECHANICAL ROOMS
2].  Checked mechanical room for unsanitary conditions, leaks, and spills ......... @ O O

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and SUPPHES ..o e @ O O

3. CONTROLS FOR QUTDOOR AIR SUPPLY

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

FOT OCCUPANTS Lottt @ O O

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) ...coooevieeir oo @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position ... O
Je. Set time clocks appropriately i) O

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

NIGNEWEEKENA USEY oot @ O 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 ......ocoocvoieennnn O O @
3h. Checked that the line dryer prevents moisture buildup ...ooeeeeivirenreiee, O O @

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

BLOW AOWE THE 1KY oo seees s ee oo oeeeeeeee oo oo oo oo oeeeoes oo OO0 @

3j. Setthe line pressure at each thermostat and damper actuator at the proper

level (no leakage or obSIrUCHIONS) .viciciciniicicec e O O

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

FOr INSPECHON ©viveceic e enr s O O

3m. Ensured that air temperature in the indoor area(s) served by each
cutdoor air damper is within the normal operating range .............cococervninnnnn) O O

NOTE: It is necessary to ensure that the dumper is operating properly and within the normal
range (o confinue.




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 ... ..o O @ O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is turned 61 ..o 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 SEE 10 85F .oiiiiiriiieeenreies et see e ene s anad O 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

6 60°F and mixed airthermostal iweetto A8%F vupumpmmmesaunmmasl O @ O
3. If the outdoor air damper does not move, confirmed the following items:

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

SCTCWS0r bOltSarestimht .. cousommmss e o T T O O
® QO

* Moving parts are free of impediments (e.g., rust, corrosion) ...................! O
*+  Electrical wire or pneumatic tubing connects to the damper actuator......! O O

* The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated cOTTECtlY) .....c.ocornvvrnieiiescee e O O

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

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

ACTOSS LEIMINALS 1ooivviiieivs s O @ O
OR

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

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

autenatie reseiteeZensialth e s e e 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 33°F to 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

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

L R T @ O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SEHING ..o @ O O

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

[[5T6%:E i il i ot S———————————— S . @ O 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 ....... @ O O
3z. Ensured that dampers operate propetly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............ @ O 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 bused 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) ... voveiesce e @ O O

NOTE: [f fan shuts off when the thermostat is satisfied, adjust control evele as necessary to
ensure syfficient 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..cc e iecerrrre et @ O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between rooms and corridors are functioning v......o.oocoveecvevooseeenise e @ O

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

4c. Made sure every occupied space has supply of outdoor air (mechanical

system or aperable WINAOWS) ..ot e e O O
4d. Ensured that supply and return vents are open and unblocked @ O O

NOTE: If outlets have been blocked intentionally to correct drafts 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

SEIEEE o) 0] R ———————————————————— O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population changes O O
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, @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

HOTVELIEH 5miiimiins franssrasssss ssssstomas sross o geesinns sy b st S o TSGR SR ST A O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
TR L 0 2 01 S U —————— @ 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 example,

floor Jolnts, PIPE OPENINGSY . vvvieieiiiririeeeeeee s seeresse oo @ O

5. EXHAUST SYSTEMS

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

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

B T BB o S A PR B mmnson g s s ey myazm sy ensnan 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 ™),

5¢. Ensured that air is flowing toward the exhaust intake ......ccooovvrivvcnriseren, O 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 .o.ooeveveeereenennn @ O

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 cach ventilation

L L W O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

1 TR i L O S— O @ O
6c. Divided outdoor air supply (22a) by the number of cccupants (22b) to

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

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

IRl T TIBIE v rmmmvsammssssmmamsasssramssssmmmeasas ool O O
Ge. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
the-vecommended levels i Table: 1w imammmmiiimmmmmmemsresssrersmarsrassennes O @ O

NOTES
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Ventilation Checklist

W Thomas Verville

Griswold Elementary School
RTU1-b

School:
Unit Ventilator/AHU No;
Room or Area; LMC Date Completed:

Sfanabuns; homaa warwedly

3-4-25

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 Toor Pl v i s st sl
Ib. Ensured that the ventilation system was on and operating in “occupicd”

TRIBE G iinnmnns o e s s g s s R i T R eSS @ O O

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

O o R e @ O O

td. Installed corrective devices as necessary {e.g., if snowdrifts or Jeaves

frequently block an intake) ... o) @ O O

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

docks, and Dus-idling aTeaS) ..o e @ O O

[f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddles; and mist from

air-conditioning COOlNE LOWEIS) ...vvvvriivrnrriiiisissire s cscss s esss e @ O O
lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust Pipe) v.o.ovvvvvvevveeen... ! @ O O
ACTIVITY 3: AIRFLOW
Lh. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
li. Confirmed that outdoor air is entering the intake appropriately .............o....... O O

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ..o ] @ O O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

LI it T T @ O O
2e. Vacuumed filter areas before installing new fIIers....o..ovveeevcerers oo @ O O

2d. Cenfirmed proper fit of filters to prevent air from bypassing (flowing

arovndEthemir Blet crvmsesmpmmammmmeeresmsne 0 0 7 @ O O

Ze. Confirmed proper instalfation 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 Yes No N/A
LB T T T I o T W ———

Q O
B R T o O —— O O
O

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

ACTIVITY 6: COILS
2i, Ensured that heating and cooling coils are clean ..o, @ 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) 18 clean ..o @ O
2k. Ensured that ducts are €lean ... seee s @ O

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

2m, Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and SUPPIIES .o O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partiatly open (minimum position) ...... @ O O
3b. Ensured that minimum position provides adequate outdoor air

L L R @ O O

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 (eften uniquely designed} ..ol @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ... O
3e. Set time clocks apProPriately o)

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

nighit/ Weeketd USE) v rii i i S T T e rs pesssesssamsos s ten e reins @ O 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 ......ccocovvooiieennns
3h. Checked that the line dryer prevents moisture buildup ....oocooioivineriieiennond O O

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

Blow dOw the Ta1IK) .vrei ittt O O @

3j. Setthe line pressure at each thermostat and damper actuator at the proper
fevel (no leakage Or ODSIUCHIONS) 11iivviiecciciricciiinri st s sas s eemnens! O O @

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

LR DRSO e pnvoss ooy S N BT g ssmtssamms s sramsasmrasmpartsmngsn O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ..., O O

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 fuily closes within a few minutes Yes No N/A

of shutting off appropriate air handier .......oovrorecoeoeisnii e @) O
30. Checked that the outdoor air damper opens (at [east partially with no delay)
when the air handler is trmed 0N oo @ O

3p. 1If in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thermostat 18 86t 10 85°F Liiiiviieii et e O @ O

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

B0 and mired airthermostal Besatite d5°F wowampmmsmsmsmms O @ O
3r. If the outdeor air damper does not move, confirmed the following items:

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

SCreWs OF DOLtS Are tHERE oo O @ O

*  Moving parts are free of impediments (e.g., TUst, COITOSION) ....e.vevennna.) O @ O
*  Electrical wire or pneumatic tubing connects to the damper actuator......| O O

* The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COrrectly) ...oo.coiomiieriie e O @ 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
ACTOSS TEUINHNALS Lo e O O
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates freeze stat was

TR 5k 54 R0 s nmspems st sssmsmms e s rans s ome pome e e e s sk e o e O O

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

automaticireset Feezerstals s e s s T T e 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 (s 35°F fo 42°F

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

ERAN GF%F 1ovviieicvvcoeeeeeeees s ettt eeeeeseon O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SEHing ..o e @ O O

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

o i L @ O O

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

3y. Checked that sensor on the economizer is shielded from direct sunlight ....... @ O O

3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specéfications........... O 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 temperatyre,
and enthalpy economizers vary the amount 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 Yes No N/A
hours (even when room thermostat is Satisfied) .o oerecveer e

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

DEEFOTN A S TEOUITE st mmrrmsess ovssmsssomsess sssaserss cons 5 ST ST e O
4b. Ensured that passive gravity relicf ventilation systems and transfer grilles
between rooms and corridors are functioning ... @ O

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

4c. Made sure every occupied space has supply of outdoor air (mechanical
systenvorioperablemmindomwe) «remme s s oo R e famsnss ] O O
4d. Ensured that supply and return vents are open and unblocked .....................| @ O O

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

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

T Mo s B B S T M st SR £ RS e O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population CRANEES ..o i) O O
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 ...........cocovvieeiiiencnn.) @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

BOLIVITIES 1ovvvisirereereses e sbe s s ee sy snsssessen s st e sessns @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
fromm SUPPIY e IIA] S s oo oo i S FRL s s eems et e namos st e g o @ 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 example,

floor joints, PIPE OPETINGSY ccocvvivivvreiiiisii et oo O O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) ..... O 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 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 js drawn into the room from Yes No N/A

LR S PGB o AR oo s e A s e e e 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 ........cococorovoeeoevnn, O @ 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.........oeveevieennnn. O

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 R —— O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

il Selate T 1T o) SO S —— O ®© 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¢) ......... O @ O

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

fevels InTable T e O 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 [ .o, @ O

NOTES
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Ventilation Checklist

Name: | homas Verville

School:  Griswold Elementary School
RTU 2

Unit Ventilator/AHU No:
CAFE

3-4-25

Room or Area: Date Completed:

Signature: Homaa varwile

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 floor Plan) o, @ O O

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

Lo O @ O O

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

O EONEER v s s s v namt e 5 B S T B S T T S @ O O

l1d. Installed corsective devices as necessary {e.g., if snowdrifts or leaves

trequently block am IMKE) simiiiimmiinmmsssmrssssrssssssssssrsssenmssesseomsd @ O O

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

docks, and bus-idHng areaS) .....ooivieiivi e O O
1. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

alr-conditioning cooling EOWETS) ....c.ovvvvurmrirasii st @ O O
lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) ... @ O O
ACTIVITY 3: AIRFLOW
Ih. Obtained chemical smoke (or a small picce of tissue paper or light plastic) .. O O
ti. Confirmed that outdoor air is entering the intake appropriately ....................d @ O O

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance $ehedule ..o @ O O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

BLOWINg dOWNSITRAMY .o.vvvvitriiiieeecee i ettt ses e @ O O
2c. Vacuumed fiiter areas before instaliing new filters...........o.coovvveverveeivennnn, @ O O

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

RIS 107 [ I ] OSSO O O

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



2. SYSTEM CLEANLINESS (continued)

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

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean .......oovoeoeeeoooeo @ 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) 15 €lean ......co.cooevrvovvvveeoeeeoeoo, (o) O
2k. Ensured that ducts are Clean .......coccoviiioviisieceeeeoiiensssseee oo (o) O

ACTIVITY 8: MECHANICAL ROOMS
2L, Checked mechanical room for unsanitary conditions, leaks, and spills ......... @ O O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and SUPPHES «vivviciiciieeeve e o) O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

O AT 53543 s e s s @ O O

ACTIVITY 9: CONTROLS INFORMATION
3¢. Obtained and reviewed all design inside/outside temperature and humidity
requirements, contrals specifications, as-built mechanical drawings,

and controls operations manuals (often uniquely designed) ..........ccooooooooo.... @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct POSition ... . O @
3e. Settine clocks apPrOPIIALEIY v ceriimiseeicriionisnesisesisssresssssessisterssssnsessesnsd () O O

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

NGhYWEEKENT USE) 1t ecs e @ O 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 ...........cooceooroo.... O O @
3h. Checked that the line dryer prevents moisture buildup ........oo..coovvvrierrnon) O O @

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

L e O OO0 ®

3j. Set the line pressure at cach thermostat and damper actuator at the proper

level (no feakage or ODSIIUCTIONS) .vvvvvvcvevisieeeietececn o) O O

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection ........o..ovr...... O O
3l Ensured that the recirculating relief and/or exhaust dampers are visible

TOT IMEPEOHITE wrasrs i riionsansc swrzas susasss wossssemsssseni v sEAs s s SSE S @ O o

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ..........cooocooooooovoo... @ O O

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 ..o ] O O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is tWMed 00 .o @ O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thermosiat 1588t EEBEE e s i . o mesrn] O O

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 st £0 45°F ..oovviiiviiecrcreenid) O ® O
3r. Ifthe outdoor air damper does not move, confirmed the following items:
*  The damper actuator links to the damper shaft, and any linkage set
SCIEWs OT OIS aTe tIEht oo O @ O
* Moving parts are free of impediments (e.g., rust, corrosion) ................! O @ O
+  Electrical wire or pneumatic tubing connects to the damper actuator.......o O
* The outside air thermostat(s) is functioning properly (e.g., in the right
location, cabbrated cortetly ), ommemmmmimmibmtmmmmmmmssmsssss O @ 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

e ) 0 Y L T S O @ O
OR

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

] e E T O O

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

AUTOMALIC eSet fTeeZE-STAIS ceiri i) O @ O

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

ACTIVITY 14: MIXED AIR THERMOSTATS

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

7O — O O

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

than the room thermostat SEHING ...cvvererier it @ O O

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

JOCAIIACTITES nsiommmoseonsams s S T s @ O 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 ....... O O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/refief air, and recirculated air), per the design specifications...........] @ O 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 eithalpy.
Diy-bulb economizers vary the amount of outdoor air based on outdoar temperature,
and enthalpy economizers vary the amount of outdoor air based on outdoor femperature
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) .....ooevceecreecseses e O O

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

4. AIR DISTRIBUTION

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

o o] Eh R o R @ O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are funCtORING ....co.cveiv e @ O

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 WINAOWS) .o oo er e @ O O
4d. Ensured that supply and return vents are open and unblocked .........cocoo........ @ 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.

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

AT SUPPIY Lottt et ettt ene e e rerenen o) O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

Ghals BoToTolul T viatlel 1707 cr S———————————————ea—n—— O @ O
4g. Moved all barriers (for example, room dividers, large free-standing

blackbeards or displays, bookshelves) that could block movement of

air in the room, especially those blocking air VENtS ..oovvveeeeeeeeee @ O O
4h. Ensured that unit ventilators are quict enough to accommodate classroom

5o 1 T RIR————————————————————————————— @ O O

4i. Ensured that classrooms are free of uncomfortable drafis produced by air
from Supply terminals ..o 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 example,

feour jointe, PIpe epenitEs) omemimrm o T b mmersr el O O

5. EXHAUST SYSTEMS

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

AAJACENE SPACES 1orvuinvisisisnsisersscrmnenseesnearssessmsassssnsssrssinsssessrassssessassrsseasesscsssses’ O ® O

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

5c. Ensured that air is flowing toward the exhaust intake oo O O

ACTIVITY 21: EXHAUST DPUCTWORK
3d. Checked that the exhaust ductwork downstream of the exhaust fan (which is
under positive pressure) is sealed and in good condition ..., O

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

BIHTE coxssseasasny o 00 GRS s S SRS O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

LGSl s [ 2 RS D ——— O ® 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¢} ......... O @ O

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

TEHELS WU WAHE, oo sromsmmsuensionsnrsmsmmns nsaaammssassswsstoms S SR O ® 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 1o ceeesres oo O O

NOTES
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Ventilation Checklist

T Thomas Verville

Griswold Elementary School
RTU_3

School:

Unit Ventilator/AHU No:

Room or Area: _14YSIC IO0MS Date Completed; &-4-25
. Uhomaa
Signature;
1. OUTDOOR AIR INTAKES
la. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A

exampleyarfiteeseape Hovrpling cosmeemmsmemrmsssm s
Ib. Ensured that the ventilation system was on and operating in “occupied”

T 0 T 0 s e A A A 0 R A A £ @ O O

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

U T @ O O

1d. Installed corrective devices as necessary {e.g., if snowdrifts or leaves

frequently block an intake) ..o @ O O

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

docks, and bus-idling Greas) ...t seerere s ereeraan) @ O O
If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

AIr-cONdItionIng COONNE tOWETS) 1uvvviierieiiieriievess ittt seceeereesseeese e rererersreea! @ O O
lg. Resclved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) o @ O O
ACTIVITY 3: AIRFLOW
Lh. Obtained chemical smoke (or a small piece of tissue paper or light plastic) .. O O
li. Confirmed that outdoor air is entering the intake appropriately ..................... @ O O

2. SYSTEM CLEANLINESS

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

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

DICWANS @ OISR s sessimrmin o s e e A e @ O O
2¢. Vacuumed filter areas before installing new filters ... cerecer e, O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

aroud)the air filferu s e R O O

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 Yes No N/A
FEvinAT gV ) SRS B

2g. Cleaned drain Pans ...t e O

2h. Checked drain pans for mold and mildew .......ccoovvmmmiiniiieoreeon, O

ACTIVITY 6: COILS

2i, Ensured that heating and cooling coils are clean .........ocooovvvivvceoreeee e, @ 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) 18 clean ...ocoooeovvivcrieceeee ) 8 O O

2k. Ensured that ducts 8re CIBRI L.iiveiveeeeeeeeeeee e ev s s ie et s e teee et e e

ACTIVITY 8: MECHANICAL ROOMS
21. Checked mechanical room for unsanitary conditions, leaks, and spills ......... @ O O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and SUPPHES «.vcooveiviieics e ena @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

O e u] o 1 e e T T @ O O

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) ......coovvvivininne, @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position .........coeevveeeeennne, O o
3e. Set time clocks appropriately .ot O O

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

P Vel INTB SR Fnsse s ormmstoss e S S T ST R 0 B O O

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

occupied (day) setting and the unoccupied (night) seting ..o, O O @
3h. Checked that the line dryer prevents moisture buildup ..o e, O O @

31, Replaced control system filters at the compressor inlet based on the
compressor manufacturer’s recommendation (for example, when you

DIOW AOWH ThE FANKY evviiiteece ettt s s res et O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper

level:tnodenkape orobstrIClIONE] womssvmmomms b S nes O O

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection .............oc.e..... @ O O
3. Ensured that the recirculating relief and/or exhaust dampers are visible

051 1 T L R T T O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range . .........covoeerercrnn! @ O O

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 Randier .........cocovvviin oo, O O O
30. Checked that the outdoor air damper opens (at least partially with no delay)

whentheairhandlerts Romed 01w e B e O 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 58t £0 85°F ..o O @ O

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 SeL 10 45°F ..o.ooviviiiineioss oo, O @ 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
SEEWSHOT DO SHALE IR vty e T T e B O @ O
+  Moving parts are free of impediments (e.g., tust, COrrosion) ...........co......! O @ O
¢ Electrical wire or pneumatic tubing connects to the damper actuator ... O @ O

* The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COTTECtIY) ..o O @ O

Proceed fo 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 EEIMINALS Lo ets et aresme s O @ O

OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually

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

LPPEA) coiiiii et et O @ o
3u. Assessed the feasibility of replacing all manual reset freeze-stats with

automatic TEetITEeZe- a8 mmmnems i 5 T T s emepmnescatsas snts nenns ) O @ O

NOTE: HVAC systems with water coils need protection from the cold. The freeze-stat may
clase the outdoor air damper and disconnect the supply air when tripped. The typical trip
rapge 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

L T T @ O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SEUINE ....coooooie e @ O O

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

oLl 1o Lo R T T @ O 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 ....... O O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications...........! @ O 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 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 occupicd Yes No N/A
hours (even when room thermostat is satisfied) ..o ) @ 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 system

DR GRS BTN cxsmmmseammatsmmsmines st T oy O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUNCHONING wovvvvverevrieece e @ 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-operableiwindows) s e s i e s sraragee) O O
4d. Ensured that supply and return vents are open and unblocked ..o, @ O O

NOTE: If outlets have been blocked intentionally to correct drafts 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

1 O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

A0 POPUIAHEIENINGES vveesmnrorercnsmssssmrmmss rerssssssvnisesimssos osms e svigua s s O @ O
4g. Moved all barriers (for example, room dividers, large free-standing

blackbeards or displays, bookshelves) that could block movement of

air in the room, especially those blocking air Vents .......ooooovveoeoeeeeeeer) @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

BOHVITIES ©ovoieiccs et ettt e reeea e ens] O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air _
from supply TermiInals o T e st 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 example,

floor joints, pipe opcnmgs)o @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) ....4 O @ 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 contaminants from areas such as bathrooms, kitchens,
and labs by keeping them under negative pressure (us compared to surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

<l el SRS — O 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 ..ooooveeeevieeiieeenr e O 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......oooeeveevrricernnn, @ O

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 cutdoor air supplied (22a) to each ventilation

KETLED e szt L AT O O

6b. Calculated the number of occupants served (22b) by the ventilation unit

UTAEE CONSTACTALION 1.ttt eb st st sees e O 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¢) ......... O @ O

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

levels 18 TADIGE Lo S i mmsans s smmssas sressmms s massssmenmsssss ol O O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
Histecoitimended fovels I TaBlE Lo s @ O

NOTES
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Ventilation Checklist

Name: RTU_ 3
School:  Griswold Elementary School
RTU_4

Unit Ventilator/AHU No:
Room or Area: 9YM Date Completed: 3-4-25

Signature: Uiomae verwile

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor pian (for Yes No N/A
example, a fire escape floor PIAN) oo eeennana!

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

] @ O O

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

R e OO @ O O

ld. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an INtaKE) ..o ssie e e @ O O

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

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

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

ait-conditioning cooling tOWETS) ..o ereans) @ O O
lg. Resolved any problems with pollutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust pipe) .....ccooovivvvennd! @ O O

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

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters permaintenance schedole ovvsnuwmmmmmannsi i O O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

bloWing dOWNSIICAN) ...o.ooioiiiriiniriircimreeren et O O
2¢. Vacuumed filter areas before installing new FIters ..o @ O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the air filer ...t O O
O

Ze. Confirmed proper installation of filters (correct direction for airflow)........ @ 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

ACEWRI AT oo osmessmammcessovssem s s T R Sy Eeie 8 8

2g. Cleaned drain PARS .o s ee e e eres s
2k, Checked deinvpansfrmoldand milldewr cosparmmsesmansammmend O O

ACTIVITY 6: COILS
21, Ensured that heating and cooling coils are €lean ...oooveveeeeneeeeeeeressceeseenn, 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) 15 clean ... % O 8

2k. Ensured that ducts are ClEAIN oo et

ACTIVITY 8: MECHANICAL ROOMS
21, Checked mechanical room for unsanitary conditions, leaks, and spills ......... @ O O
Zm. Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and SUPPHES .oooevvecs e O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at feast partially open (minimum position) ...... @ O O
3b. Ensured that minimum position provides adequate outdoor air

T B OIS vonsmwvvssmsnseversissiosises weasme R S PSS o s ee ey @ O O

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) ...o.cccovveriien.nn.) @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct POSItIOn ......oov.cceeeerierirenan) O O @
Je. Set time clocks appropriately ..o e, @ O O

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

It PR Mt LT RS U @ O 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 ..........ccovvevrennnn)
3h. Checked that the line dryer prevents moisture buildup ..ooovvveiivsiiercriinns O O
3i. Replaced control system filters at the compressor inlet based on the
compressor manufacturer’s recommendation (for example, when you

BLOW dOWN ThE 1KY eveveeeeererrress st OO

3j. Set the line pressure at each thermostat and damper actuator at the proper

levellnoleakage or obstrietlons] v O O

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visibie for inspection ......c...vcveveven... @ O O
31 Ensured that the recirculating relief and/or exhaust dampers are visible

108 IDSPECHIEN renmmrmmmewassummssimsnss sy e R @ O O
3m. Ensured that air temperature in the indoor area(s) served by each

outdoor air damper is within the normal operating range.........c.ccoovevennn... @ O O

NOTE: {1 is necessary to ensure that the damper is operating properly and within the normal
range fo confinue.




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 Randler ... O O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler 15 SFEQ 0N oo O @ O

3p. Ifin heating mode, checked that the outdoor air damper goes to its
minimum position (without completely ciosing) when the room

thermostatins SEPTEIBEOF wrwvnmvoyomomm e oo i Sy 7S B A O @ O

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 ... O O
3r. If the outdoor air damper does not move, confirmed the following jtems:
+ The damper actuator links to the damper shaft, and any linkage set
SCrews o bolts are tgNE ..o O @ O
*  Moving parts are free of impediments (e.g., Tust, COTFOSION} ..vovvrvvecrren. ) O @ O
*  Electrical wire or pneumatic tubing connects to the damper actuator...... ! O O
* The outside air thermostat(s) is functioning properly (e.g., in the right
lewation ealshrated CORIERI Fomsrammmneassramsnmssss sl O @ 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

ACFOSS. FETAI LS oy i T e A R W pe s seem ] O O

OR

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

L 5 . O @ O

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

AULOMALIC TESEL fICRZE-SLALS . .ovrvivessevrerre et ee et seed O @ O

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

e e e @ O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SETHNE ..o e @ O O

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

LOCHTDEHEIIEER ..o summsnnmsne ssessssssusssammsss erssssamse asasms s s vt o) O O

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

3y. Checked that sensor on the economizer is shielded from direct sunlight ....... O @ O
3z. Ensured that dampers operate properly {for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............ O 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 amount of outdoor air based on outdoor temperature
and humidiry level,



3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

ACTLIVITY 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) .......ccovieivirereinnieneen. | O O

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
da. Ensured that supply and return air pathways in the existing ventilation system

PEITOIM 88 TEGUITEU ..vvveiieresr et vees s s e s ener st s e @ O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fFUNCEHONIAG ....coiiiniviinmrssimmmrisssinsiin.n.d @ O

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

4c. Made sure every occupied space has supply of outdoor air (mechanical

system or operable WINAOWS) .o seee e O O
4d. Ensurcd that supply and return vents are open and unblocked @ O O

NOTE: If ouilets have been blocked intentionally to corvect drafts 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

Y EECT0 (0] R O O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population ChANEES ... s O @ O
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 Vems ...c....ccovvncrvvinneiinenad @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

ACUIVIEIES ormrm im0 T I anasnaoman oo s ey A g e AT s @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
1ol o100 ol o153 01 U1 1 L S O SRR @ 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 example,

floor joints, pipe opemzlgs)o O O

5. EXHAUST SYSTEMS

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

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

i o Lo S O — O @ O

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

5¢. Ensured that air is flowing toward the exhaust intake ....ooooovvviieocorerereee, O @ 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 .......ccoovvvvcieennne, O

6. QUANTITY OF QUTDOOR 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

LTHE oottt e s bbbt O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

A CORSTACTRION psesavmss i s T O o smssrmasesnt s moanss O O
bc. Divided outdoor air supply (22a) by the number of occupants (22b) to

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

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

e I o L T O @ 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 TEbIE 1. e O @ O

NOTES
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Ventilation Checklist

Name: 1homas Verville

Griswold Elementary School

Unit Ventilator/ AHU No: 31 U=5
e e Date Completed:

emaa verndle

Schoot:

Room or Area: 3-4-25

Signature;

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A
example;adfirenscape floorplan) s mmnsm T e

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

INOUE 1ottt e e e et r e oo eeraten et ne e eses e et s erenenes ] @ O O

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

L o) T T @ O O

Id. Installed corrective devices as necessary (e.g,, if snowdrifts or leaves

frequently block an Intake) ..o ) @ O O

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

docks: andbursSllmgrareas e msrmepnrrmes s S @ O O
if. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

3ir-conditioning COOJINE TOWEIS} ..oevereeriviiiirs i et eeseeres e @ O O
lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) ..ol @ O O
ACTIVITY 3: AIRFLOW
lh. Obtained chemical smoke (or a small picce of tissue paper or light plastic) @ O O
ti. Confirmed that outdoor air is entering the intake appropriately ..................... @ O O

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ... @ O O
2b. Shut off ventilation system fans while replacing filters {prevents dirt from

blawing downstream e A S e eend @ O O
2¢. Vacuumed filter areas before installing new fHHErS ..o v ceeeereeessees ] O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

AR e A T T T osn ransmrsmsrmsmoam g o R R S T N B

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 Yes No N/A
S CTPTI TN 1. s oo s s s 20 A A AR AT

R i ) T T . O 8

2h. Checked drain pans for mold and mildew .......cccoovveinniincicn e, @ O

ACTIVITY 6: COILS
2i. Ensured that heating and cooling €oils are Clean ..o e ecoieseeeennn! @ O O

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

{air-mixing chamber and fan blades) 1S Clean .o seeees s, 8 O O

2k. Ensured that ducts 8T CIEAN ..o iiiciesiieieieiee et veer s ess e esssssenesseeas)

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

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and SUPPHES «o.oooiiiiiieec et e O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

[ O ——. @ O O

ACTIVITY 9: CONTROLS INFORMATION
3e, Obtamed and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,

and controis operations manuals (ofter uniquely designed) ..ol @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct posHION ...l O O
36, Sertinieels ok PO IR i s s stssssssesmsssenss @ O

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

T A B K T BB v s o s o vt 5 5 55 @ O O

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

occupied (day) setting and the unoccupied (night) setting ..vivevevieeeiiienen O O @
3h. Checked that the line dryer prevents moisture buildup oo O O @

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

o] o T ] o Y O O @

3j. Set the line pressure at cach thermostat and damper actuator at the proper

level (no leakage or 0bStFUCHONS) woovviivriiiiniii e O O

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

BT L S DG CRTEIT R st s 5 R Y B A O] O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ........ocorvvvvevverenen. O O

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 ait Bandler. ... O O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
wheniheairhandleris turbedion v s e @ O

3p. If'in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thermostat i SEL 10 837F oottt O O

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 Se£ 10 45°F oo ieesreseeee O @ O
3r. I the outdoor air damper does not move, confirmed the following items:
+ The damper actuator }inks to the damper shaft, and any linkage set
serewsorbolls AT et s T e @ O
*  Moving parts are free of impediments (e.g., tust, COITeSion) ..., O 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 correctly) O @ 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
ACTOSS LETIMINALS .oviiiiiiii ity cess et e st e rae e O @ O
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates freeze stat was

EEEPDEAY ottt s ettt r et e s e en e eanand O @ O

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

automatic Icsetfreezc—statso @ O

NOTE: HVAC systems with water colls need protection from the cold. The fieeze-stat may
close the outdoor air dumper 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 higher

BINEIT BB F avessmie s srossovrsns g s s o T T e R T o s O O

3w, Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SEtHNG ..ovviirriiciiii e e @ O O

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

Foeal DrAGHEES s o T T IR K ona bt sne e nptasend O @ O

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

3y. Checked that sensor on the economizer is shielded from direct suntight ......| O @ O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/refief air, and recirculated air), per the design specifications..........! O @ 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 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) .......c.cociierroeoiceere i @ 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 system

DETTOTMIAS TEGUITEE s orssomemm ssers e mssmmmmsmimssusessiuonsern s e soesnammnas O
4b. Ensured that passive gravity refief ventilation systems and fransfer grilles
between rooms and cortidors are fFUNCHONING «ooovviviiiceeee @ O

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

d4c. Made sure every occupied space has supply of outdoor air (mechanical

system or operable WINdOWS) ..o s s @ O O
4d. Ensured that supply and return vents are open and unblocked ......ccorvvvn... ) o O O

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

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

B S UPPLY summsanervumimsommrssssmans oss s S ey A0 T T S PR T O @ O

4f. Modified existing HVAC systems to incorporate any room or zone layout

and population CHANEES ..ot e O @ O
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 ......covivennieiiniaiins O @ O
4h. Ensured that unit ventifators are quiet enough to accommodate classroom

4i. Ensured that classrooms are free of uncomfortable drafts produced by air

i Sl RIS . umusvimmsr s R O O

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiliration of outdoor pollutants, the ventilation system is designed io
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 opcnmgs)o @ O

5. EXHAUST SYSTEMS

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

If fans are running but air is not flowing toward the exhaust intake, check for the following.
* [noperable dampers
o 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

T T o T T 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 ™).

5¢. Ensured that air is flowing toward the exhaust intake ..o O O O

ACTIVITY 21: EXHAUST DUCTWORK
5d. Checked that the exhaust ductwork downstream of the exhaust fan {which is
under positive pressure} is scaled and in good condition .....oveeeoveeveeerernn. O

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

L N O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

T T O S T 00 o cmecrssse omesosoo o sos o TR TS PRSI O O
6c. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing quantity of outdoor air supply per person (22c) ......... O @ O

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

levels in Table 1. O @ O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
the recommended tevelsin Table bumasmmmnamnnomummnmasnsmo @ O

NOTES







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,”
“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.

Building and Grounds
Maintenance Checklist

Name:
School:

Room or Area:

Signature:

thomas verville

griswold middle School

building wide

homaa verwele

5 2-24-25

Date Complete

la,
b,

Id.

le.

If.

1h.

1L

2a.
2b,

2o

2d.
Zes

2f.

3a.
3b.
3c.
3d.
3e.

. BUILDING MAINTENANCE SUPPLIES

Developed appropriate procedures and stocked supplies for spill controf .....

Reviewed supplylabelSi s s s s s st okt O O

Ensured that air from chemical and trash storage areas vents to
T QUEAOOTS oottt oo ve s e e as sttt e s et e s o) O O

Stored chemical products and supplies in scaled, clearly labeled

V10101 UL | RV O O
O O

Researched and sclected the safest products available .......o.oovvveiiieenen )
Ensured that supplics are being used according to manufacturers’

Ea 10073 o) O T— O O

. Ensured that chemicals, chemical-containing wasies, and containers are

disposed of according to manufacturers’ INSTUCHONS v.vvvvevev oo esd @ O O
Substituted less- or non-hazardous materials (where possible) ..................... @ O O
Scheduled work invelving odorous or hazardous chemicals for periods

when the schoo! 15 UN0CCUPIEd ...ocvoieiicee e @ O O

Ventilated affected areas during and after the use of odorous or

T (R el T T RS ———— O O

GROUNDS MAINTENANCE SUPPLIES

Stored grounds maintenance supplics in appropriate area(s) ..........coccoecorenen. O O
Ensared that supplies are used and stored according to manufacturers’

ISITUCHIONS 1-1o1vunicirr sttt es s sbs st st e sttt et eeereer e @ O O

Established and followed procedures to minimize exposure to fumes
FomSuPPIES s s s T T s e |
Reviewed and followed manufacturers’ guidelines for maintenance ............ (o)

Replaced portable gas cang with low-emission Cans .o eeveveeseinons, o

Stored chemical products and supplies in sealed, clearly-labeled

CONLAITIETS 11evuvsivirsteisisetnse s sasn e bbbt eb e st @ O O

. Engured that chemicals, chemical-containing wastes, and containers are

disposed of according to manufacturers’ INStructions .............cocoeeveeveererrennn. @ O O

DUST CONTROL

Installed and maintained barrier mats fOr eNtrances oo eeeeeeereiesoeeonn )
Used high efficiency vacuum Bags ..o,
Used proper dusting technigles .o ssssesssssssmsssssmensessrend
Wrapped feather dusters with a dust ¢loth i O
Cleaned air return grilles and air supply VEnts ooviiiciioe oo @



4. FLOOR CLEANING

4a. Established and followed schedule for vacuuming and mopping floors..........
4b. Cleaned spills on floors promptly (25 NECESSATYY oo veisiveeeeeeeei s
4c. Performed restorative maintenance (@s NECESSAIY) ..ovourreeeereireererevssonnend

5. DRAIN TRAPS

5a. Poured water down floor drains once per week (about I quart of water} .......
5b. Ran water in sinks at least once per week (about 2 cups of water} ................
5¢. Flushed toilets once each week (if not used regularly) ......ocoovvvvreviereennn.

6. MOISTURE, LEAKS, AND SPILLS

6a. Checked for moldy 0dOTS vttt
6b. Inspected ceiling tiles, floors, and walls for leaks or discoloration (may
1116 o g o ot |l ot ) Lmm————————————————— e
6¢. Checked areas where moisture is commonly generated (e.g., kitchens,
locker rooms, and BathTOOMIS) vueeiiee ettt
6d. Checked that windows, windowsills, and window frames are free of
OIS csvmmmssmsmmssse s A Y P ST T P R e ome s ssmmmnssnnn
6e. Checked that indoor surfaces of exterior walls and cold water pipes are
ree OF CONAENSAIE oot vt se ettt et
6f. Ensured the following areas are free from signs of leaks and water damage:
Indoor areas near known roof of wall [6aks ...o.ovovevoioeeccr i,
Walls around leaky or broken windows .........ccoiviiieeise e
Floors and ceilings under plumbing .......oooivviroiieiccoieceecereeesseeeeceesensrns
Duct interiors near humidifiers, cooling coils, and outdoor air intakes .........

7. COMBUSTION APPLIANCES

Ta, Checked for odors from combustion appHances ........cocvvvveiiiesceseresnn ) :
7b, Checked appliances for backdrafting (using chemical smoke) ...oovovivenn.]
7c. Inspected exhaust components for leaks, disconnections, or deterioration ...
7d. Inspected flue components for corrosion and SO0t ......c.coovvereriorseeceeeee.

8. PEST CONTROL
8a. Completed the Integrated Pest Management CheckliSt ..o, @ O O

NOTES

there are some stained ceiling tiles




1. Read the /AQ

2. Keep the

3. Complete the

4. Return the checklist

Instructions

Backgrounder and
the Background
Information for
this checklist.

Background
Information and
make a copy of
the checklist 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,

portion of this
document to the
iAQ Coordinator.

Integrated Pest Management
Checklist

Name:
School:

Room or Area:

Signature:

thomas verville

griswold middle school

building wide 1-24-25

homaa verwile

Date Completed:

2e.

2f.

3a.

3b.

4a.

4b.
4c.
44.

de,

4f,

. OFFICIAL POLICY STATEMENT

Yes No N/A
Developed or located the school’s official policy statement for integrated

pest Management (IPMY .ot s e e ee e e re s reeseses e @ O O
DESIGNATING PEST MANAGEMENT ROLES

. Assigned and trained a qualified person to be the pest manager................... @ O O
. Involved decision makers in the IPM program .......oeooevevccioiiriomseceececeecennn @ O O
. Educated students and staff (the occupants of the building) about 1PM

and asked them to keep their areas clean and free of clutter oovvvveeveveeeee, @ O O

. Encouraged parents to learn about IPM practices and implement them

A VDRI v s st B B T S S B D e @ O O

Developed a program to educate and train all [PM participants .................... @ O O
Included language about IPM into contracts with pest management

L T T @ O O
SETTING PEST MANAGEMENT OBJECTIVES

Sct appropriate pest management objectives for school buildings (such as
preventing pests from interfering with students’ learning eavirenment

and preserving the integrity of the building structure) oo O O
Set apprapriate pest management abjectives for school grounds (such as
providing safe playing areas and the best athletic surfaces possible) ............. O O

INSPECTING, IDENTIFYING, AND MONITORING

Inspected all buildings and grounds for pest evidence, entry points,

food, water, and harborage SHES oo O O

Identified potential pest habitats in buildings and grounds .........c..ccoooovnn... O O
Pinpointed the source of any current pest problems ..o (o)
Monitored to determine the extent of pest problems and to estimate pest

e o b T T T r .| @ O O
Developed plans to modify habitat (for exampie, exclusion, repair, and

sanitation efforts) to prevent or resolve any pest probiems ..o.o.oovceeeveecerennne. @ O O
Established a monitoring program that consists of routine inspections to

estimate pest population levels and identify evidence of pests and

POETHEAL BEDIED com e SRR e momssss s st St PSSR PR O O



5a,

5h,

Sc,

6.

SETTING ACTION THRESHOLDS

Evaluated all available data obtained through inspecting, identifying, Yes No N/A

A TR o onarmsmasevsmvemssrissvss e T ST TS AR G ) @ O O

Determined how many pests the school buildings, grounds, and

OCCUPANTS CAT TOIETALC ..ot ireirerr e sevrasr st srssetesssm e ese e seeseesssemresneterd @ O O
Set asttondhresholds cosmnammmmssmmeman e s e @ O O

PREVENTIVE STRATEGIES

INDOOR SITES

T e .
* LOCKET TOOMIS 11vieeeic i ses s s __
e
* STATE LOUNEES 1ot es s e _
» BaHEGoms wemmmmmamsmmmemes e g e e s e e R
* Food preparation and serving areas
wRpoms.withiextenSIveplImbBING .ermsammmmnannrrsnsnmss e ,
* MAINECTATICE ATEAS ..vvviiceecec ettt sns bbb
L T Ty .

OUTDOOR SITES

6b.

7b.

Te.

7d.

i

7f.

7g.

Implemented appropriate strategies to prevent pests from inhabiting the following areas:
# Play orounds cammemssmmms o g R A S S o
* Parking Iots .o _
¢ LavsiandathletiesfieldSuvmmmsmsmpnimarmesasmmsannnesrnra
* Teaching gardens of reenfoUSES oo :
* Loading docks .o :
* LUMIPSTES commmmmmm s R R S S R s e
* Areas with ornamental shrubs and trees ...

. PESTICIDE USE AND STORAGE
7a.

Explored alternative pest management methods before concluding that

pesticides Were HeCESRALY wammmn e s T T s asend @ O O

Ensured that pest management professionals integrate IPM into their

pest management MEthods .......oivvvvicinieare e ee e O O
Identified the least toxic, target-specific chemical (or pesticide

formulation) that is the most effective to address the pest problem,

preferably as baitsand granules s s O O
Reviewed and followed all label instructions on pesticides and learned _

how to properly apply and handle these chemicals ... O O
Used spot-treatment (or bait, crack, and crevice applications) to apply

pesticides whenever possible and only treated the obviously infested

oD R B T T T —— @ O O
Used protective clothing or equipment when applying pesticides .................) @ O O

Placed all pesticides in tamper-resistant bait boxes or locations that are
inaccessible to children and non-target species ., O O




7h.

7m.

n.

7o.
7p.

7q.

8a,
8b.

8c.

PESTICIDE USE AND STORAGE {cont.)
Locked or fastened lids of all bait boxes and placed bait away from the Yes No N/A

TUNWAY O The BOX (it O O

Applied pesticides when occupants were not present ot in areas where

they would not be exposed 0 the chemicals ..oovvicecrierieoe s @ O O
Ensured that school occupants (students and staff) are notified of

upcomting pesticide applications through posted notices and/or [etters.......... O O

. Ensured that parents are notified of upcoming pesticide applications

el TORERRS v cnemmemmusnmmamosssienssstae s s A I T O O

Kept copies of current pesticide labels and informaticn on pesticides

S A OB TBIE s i ol amnseossssspemstsespesmmmts s TSR TR SR AR AR @ O O

Stored pesticides off site or in areas that are locked and accessible only to

deSiomatedmensonnel rammmmammammenm R R @ O O
Ensured that storage areas are adequately ventilated and are located away

from areas prone to flooding or where spills or leaks may contaminate

D T D T s I e fbarptons s psemamms s s RSB S R @ O O

Ensured that flammable liquids are stored away from ignition sources ......... O O
Ensured that pesticides are stored in their original containers and all Hds

are securely Fastened it @ O O
Ensured that air in the storage space cannot mix with the ait in the central

T L 4R Wy Y = U . | O O
EVALUATING RESULTS AND RECORD KEEPING

Ensured that accurate, up-to-date records of IPM practices and a pest

management log foreach propertyare Kept comsspammenmmasmssmmsmsi) @ O O
Ensured that pesticide records necessary to meet al} state, local, and school

board requirements are Maintained ..o e

Ensured that each log book contains the following items:

+» Copy of the pest management plan ..o ) @

* Service schedules for maintenance of buildings and grounds........coo.ev.nnd (o)
* Current EPA-registered 1aDelS ..o (o)

NOTES







Walkthrough Inspection Checklist

thomas verville

Name:
School:  @riswold middle school

building wide Date Completed; 2-24-25

omaa vervile

Room or Area:

Signature:

1. GROUND LEVEL

Instructions o e Uo M
la. Ensured that ventilation units operate propetly .o @ O O
1. Read the /AQ 1b. Ensured there are no obstructions blocking air intakes .............ccococeviveionnd) © O O
Backgrounder and lc. Checked for nests and droppings near outdoor air intakes ....cocoovveevveeeeernnd
the Background BRI
e e td. Determined that dumpsters are located away from doors, windows, and
b ebrsel st outdoor air intai‘<es e s T @ O O
le. Checked potential sources of air contaminants near the building
2. Keep the (chimneys, stacks, industrial plants, exhaust from nearby buildings) ............ @ O O
Background If. Ensured that vehicles avoid idling near outdoor air intakes ..................co.oo..: ® OO
Information and lg. Minimized pesticide application ...t eeeeseessesmsssesessossassases ONOR®

make a copy of
the checklist for
future reference.

1h. Ensured that there is proper drainage away from the building (including

EOTEE T OIS POIIESY 1ocoonccnmorosornoims s o ek Reess v o 5 PSS S, @ O O

li. Ensured that sprinklers spray away from the building and outdoor

3. Complete the 1 G T —— @ O O

Checklist. 15, Ensured that walk-off mats are used at exterior entrances and that
+ Check the “yes,” they are cleaned re@Uarly .o @ O O
“no,” or
“not applicable” 2. ROOF
box beside each )
item. (A “no” While on the roof, consider inspecting the HVAC units (use the Ventilation Checklist).
response 2a. Ensured that the roof is in good condition ... @ O O
regulres further 2b. Checked for evidence of water ponding ..o ioveiveeecreesen e (o) O O
SLrenlin) 2c. Checked that ventilation units operate properly {air flows i) cooiercrreeeenind) (o) O
+ Make comments 2d. Ensured that exhaust fans operate properly (air flows out) .c..ocoovivemrvcnnnnn.. @ O
in the “Notes” Ze. Ensured that air intakes remain open, even at minimum setting .................... ® O O
section as 2f.  Checked for nests and droppings near outdoor air intakes ........................... @ O O
HessEEallA 2g. Ensured that air from plumbing stacks and exhaust outlets flows away
4. Return the checklist e Raibie s gt e < R @ O O
portion of this
document to the
IAQ Coordinator. #x ATTIG
3a. Checked for evidence of roof and plumbing lcakso O @
3b. Checked for birds and animal RESES ..o, O O @

4. GENERAL CONSIDERATIONS

4a. Ensured that temperature and humidity are maintained within
ACCEPEADLE TANGES 1.t ettt e (o)
4b. Ensured that no obstructions exist in supply and exhaust vents ..................... o §
4¢. Checked fOr 0UOTS 1otk ee s et evens e nresessensesensara s (o)
4d. Checked for signs of mold and ntildew growth ... O




4. GENERAL CONSIDERATIONS (continued)

de.
4f.
dg.

5.

Sa.
5b,

Ga.

ob.

6c.
6d.

7a.
7b.
7c.
7d.

8a.

b,

Yes N/A
Checked for signs of water damage .....ovvevcveeieivieiiiieeie s, O
Checked for evidence of pests and obvious food SOUNCES .......vvrrrirrinnionnn: @ O
Noted and reviewed all concerns from school occtpants ..o @ O

BATHROOMS AND GENERAL PLUMBING

Ensured that bathrooms and restrooms have operating exhaust fans @
Ensured proper drain trap maintenance:

Water is poured down floor drains once per week (approx. 1 quart of watcr)%
Water is poured into sinks at least once per week (about 2 cups of water) ...
Toilets are flushed at least once Per Week ... @

0O O  0O00s

O00 O

MAINTENANCE SUPPLIES

Ensured that chemicals are used only with adequate ventilation and when

LG T LT 0 LT R ———— @ O O
Ensured that vents in chemical and trash storage areas are operating

O Y i TR o et 5 O SR B A SR R SR @ O O

Ensured that portable fuel containers are properly closed ....oooconiniinrininn ) @ O O
Ensured that power equipment, like snowblowers and lawn mowers, have
been serviced and maintained according to manufacturers” guidelines.........| @ O O

COMBUSTION APPLIANCES

Checked for combustion gas and fiel 0dors .o (o)

Ensured that combustion appliances have flues or exhaust hoods ...l (o)

Checked for leaks, disconnections, and deterioration ... @ O O
Ensured there is no soot on inside or outside of flue comMpONENts .................d ® OO
OTHER

Checked for peeling and {laking paint (if the building was built before

1980, this could be a 1ead haZard) .............oovverevesrerorooessesseseseceeneersssss s ®© OO
O O

Determined date of 1ast radomn 188 .....vovivve i iieee oo e s et ese s s @

NOTES




Instructions

1. Read the 1AQ
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
Checkfist.

« 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
partion of this
document to the
IAQ Coordinator.

Waste Management Checklist

Name:

Sehoo:  Griswold middie school

Room or Area;

Thomas Verville

building wide . comores: 2-24-25 A

Hhemaae verwidle

Signature;

1. WASTE MANAGEMENT Yes No N/A
la. Ensured that waste containers are appropriate for use (for example,

food waste containers should have Tds) .......ocoovovovoeeeen o) @ O O
1b. Ensured that waste containers are Hned ...........oocoovvivecoiionecreoniesrco s @ O O
te. Ensured that waste from art, science, vocational classes, etc., are

handled SEPATAICIT 1o s e sttt et pasorsind @ O O
1d. Labeled recycling bins clearly «ve oot @ O O
le. Ensured number of bins and dumpsters is adequate ............occoovverrervererrons) @ O O
If. Ensured appropriate location of dumpsters (i.e., away from air intakes,

doors, and operable windows in relation to prevailing winds) .........co..ooo..! @ O O
lg. Ensured waste containers are emptied regularly .o o @ O O
lh. Ensured appropriate waste removal schedule .......ooovoeeovieeoeeeeers s @ 8 O
i, Ensured waste is stored in a well-ventilated room @ O
1j. Ensured any exhaust fans in the room are operating properly ..o, @ O O
Ik, Checked waste storage arcas for odors, contaminants, or signs of vermin..... @ O O
NOTES






1.

3.

4,

Instructions

Read the 140
Backgrounder and
the Background
Informaticon 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,”
“1no,” 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

Thomas Verville
Griswold Middle School
fau-3

Name;:

School:

Unit Ventilator/AHU No:

Room or Area: SHPEl WiNg Date Completed: 3-4-25
Signature: MW%
1. OUTDOOR AIR INTAKES
la. Marked locations of all outdoor air intakes on a small floor plan {for Yes No N/A
exampie, a fire escape {1007 PIANY oo (o) O O

lb. Ensured that the ventilation system was ot and operating in “cccupied”

T — O O

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

O G N e R S T S T o e i S A P S LR SR A @ O O

Id. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

fEeaicaile-Bloek maitale] oo @ O O

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

docks, and bus-1dling Arcas} ..o @ O O
If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

air-conditioning cOOlING tOWETS) c.v.oviieie et cevs e O O

lg. Resolved any problems with poliutant sources located near outdoor air

intakes {e.g., relocated dumpster or extended exhaust pipe) oocovvvieiiiinnn @ O O
ACTIVITY 3: AIRFLOW
lh. Obtained chemical smoke (or a small picce of tissue paper or light plastic) .. O O
li. Confirmed that outdoor air is entering the intake appropriately .....coooevnn..n. @ O O

2. SYSTEM CLEANLINESS

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

2b. Shut off ventilation system fans while replacing filters {prevents dirt from

DlOWINE dOWISEIEAINY cooiiiiriiccrieve vt sreses e sr s skt O O
2c. Vacuumed filter arcas before installing new IS ..oiiviviicciiiinciiiis e, @ O O

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

T OO B A T T BT e ermns o T N b smnn s s s s mpsp S A i O O
O

2e, Confirmed proper installation of filters (correct direction for airflow).......... @ 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

ACCUITIIATINGT oosmemsmamsessemssensmm i o R R ST gt
O,
(o)

2g. Cleaned dralil PATS . v veterni s sre st stsse et reeene st et e e
2h, Checked drain pans for mold and mildew ...

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

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

(air-mixing chamber and fan blades) is clean ......ocovvevvviiiiiin e O 8

2k. Ensured that dUcts 8re CLEAT ..ottt eee ettt ae oo

ACTIVITY 8: MECHANICAL ROOMS
2], Checked mechanical room for unsanitary conditions, leaks, and spills ......... @ O O

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and SUPPHES ..ot @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partiaily open {minimum position) ...... @ O O
3b. Ensured that minimum position provides adequate outdoor air

O O PRI S s sovmnssmmmemsasmisiss s T e T SR VST TR 0 O O

ACTIVITY 9: CONTROLS INFORMATION

3c. Obtained and reviewed alt design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,
and contrels operations manuals (often uniquely designed) v @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position .oovvviicivcininn, O
Je. Set time clocks appropriately .o O O
3f. Ensured that settings fit the actual schedule of building use (including

s AR Gl ol 1) PSR SRR ——— @ O 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 ..ooovvcicicveiennnnl) O O
3h. Checked that the line dryer prevents moisture buildup ...,

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

BIOW dOWnN EHE TR coviiiiiiiiii it e e cerees e e seneesne s s e areeeretaaatsaensas O O

3j. Set the line pressure at each thermostat and damper actuator at the proper

leveliino leakageorobstruetions] cuwsmummsmsmmrs i s R O O

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

TOF ENSPECHION s ermmsssmess s s e s e B S Tl @ O O

3m. Ensured that air temperature in the indoor arca(s) served by each _
outdoor air damper is within the normal operating range .........ocevevvevrrinnn) O O

NOTE: It is necessary fo ensure that the damper is operating properly and within the normal
rarge to continue.




3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

3n. Checked that the outdoor air damper fully closes within a few minutcs Yes No N/A
of shutting off appropriate air handler ... O O
30. Checked that the outdoor air damper opens (at least partialiy with no delay)
R U S Tt K RS —— @ O

3p. If in heating mode, checked that the cutdoor air damper goes to its
minimum position (without completely closing) when the room

thermostat 18 8110 85%F oottt O @ 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
o BO°F and mized alvthernmostal s seldodBPF swanmmenmsamsmmmsgnd O 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
SCreWSs OF BOIES 8T8 HEHE ovviiiiec s e e e snee e sss e O O
* Moving parts are free of impediments (c.g., rust, corrosion) ................... @ O
+  Electrical wire or pneumatic tubing connects to the damper actuator-......| O O

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

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

ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controis (for automatic reset only) to test continuity
ACTOSS TEIMINALS oot e enee e ee e O @ O
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates freeze stat was

TR EBCHY ot i nnanspsansnsne s nsasss sers o s s £ 10 s o o g SRR A O O @ O

3u. Assessed the feasibility of replacing all manual reset freeze-stats with
auntonmatioreselteermesabalsh o e R R S 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

BANIBATE e e R T T T D TR O O

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

than the room thermostat setting @ O O

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

HOEALPIACTIEES wrovmovmmmarss v s s T S e e e O @ 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 ......! O O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications...........] O @ 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 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 18 satSFIed) .v.viiiiiiivoios e 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 system

DT Ol 1S B I et e A Bt e o e O O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between-vooms and corvidorsiare ncHonIng ..o sl O O

NOTE: If ventilation system is closed or blocked 1o 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 WINAOWS) ciiii e ceseeee e s e e @ O O
4d. Ensured that supply and return vents are open and unblocked ..o @ O O

NOTE: [f outlets have been blocked intentionally to correct drafts or discomfort, investigate
and correct the cause of the discomjort and recpen the vents.

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

4f. Modified existing HVAC systems to incorporate any room or zone layout

and population changes O @ O
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.oovveeeveeiecciincersnn. | @ O O
4h. Ensured that unit ventilators are quiet enough o accommodate classroom

L I O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
from supply terminals ... @ O O

ACTIVITY 18: PRESSURIZATTON 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 buiiding (using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,

floor JoInts, PIPE OPEIINES) oottt ee v e eesn e O O

5. EXHAUST SYSTEMS

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

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

AAJACEDT SPACES 1u.vutuiirisicreenit sttt eb ekttt aens 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 "},

Sc. Ensured that air is flowing toward the exhaust intake ..o e, O @ 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 .....cvcoeovveireiriennnnee. O

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

UBILE Lottt m s s et bbb e bbb O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

Lo Lo o) = 1 T T T ———mn. O @ 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¢) ......... O O

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

Tewels I TablE | romoemmmopmmm s T R S e O O
e, 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 1o O O

NOTES
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Ventilation Checklist

Thomas Verville

Name:
School:  Griswold Middle School
Unit Ventilator/ AHU No: 1247
building a 3-4-25

Room or Area: Date Completed:

Signature; %Mdf U‘W&%

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 floor Plan) .. O O
Ib. Ensured that the ventilation system was on and operating in “accupied”

TTEOME oottt e a s ettt sttt st eeaeaeeeeternd @ O O

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

OF, COVCES wcrvimvorss g sy e T S P T S B ke Bnrne s A @ O O

Id. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently DLOCK an ENEAKEY ...vvievir it et ee e anene s @ O O

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

doeks, and sl TS s i remprmeanel @ O 0O
1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddles; and mist from

air-conditioning cooling tOWETS) ... na @ O O
lg. Resolved any problems with poliutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust pipe} .....o..cooieirinnnn) O O

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

2, SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule .....ovvineiinii e @ O O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

blowing dowWnSHEa v w0 B S s i Serssenssonsisnd O O
2¢. Vacuumed filter areas before installing new filters ... O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

E S0 i L T e L O O
O

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

ACCHMMATING) wummmsamrsme S N T ST T T DL O O
2g. Cleaned draifl PANS ....coo.cvuevrirrminririirinriesiesoss e veesos e seseran s seeresesen) & O
2h. Checked drain pans for motd and mildew ... & O
ACTIVITY 6: COILS
2i. Ensured that heating and coaling coils are €lean ......ccoovvvvoivecneesie i @ O O

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

(air-mixing chamberand fan blades) iselean s % O 8

2k. Ensured that dUcts are CIBAM ..o et

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

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

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

TP OIS o o st 5 A S T A Bermeronn @ O O

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) ..........ococooovvcvnvn, @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position .........c.o.occooveceeneven, 8 O
3e. Set time clocks apPrOPTIAICLY cvov i et d

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

1 St e CRETEIRESE] woamesronmammrm s A T T R T @ O O

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

occupied (day} setting and the unoccupied (night) seting ......ccoooovvevererinnnn, O O @
3h. Checked that the line dryer prevents moisture buildup ..o O O @

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

BIOW QOWN e TANK) 1 seoveveeeeeeerveeeereesseseseresses et OO0 @

3j. Set the line pressure at each thermostat and damper actuator at the proper

level.{mo TeakageiorobStRICHONS) commpnmmms e e R e O O

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection ...........occoni) O O
31, Ensured that the recirculating refief and/or exhaust dampers are visible

L LTI O O

3m. Ensured that air temperature in the indoor arca(s) served by each
outdoor air damper is within the normal operating range ...........cco.ooeeveenn..) @ O O

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 ..o O O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler IS turned 0N s @ O

3p. If'in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

et B T L I O O

3q. If in cooling mode, checked that the outdoor air damper goes to its minimum
position (without completely closing) when the room thermostat is sct
to 60°F and mixed air thermostat is set t0 45°F .o O @ O
3r. If the outdoor air damper does not maove, confirmed the following items:
*  The damper actuator links to the damper shaft, and any linkage set
SCrews or BOlS are tEZNE oo O @ O
*  Moving parts are free of impediments (e.g., rust, corrosion) ................... O @ O
» Electrical wire or pneumatic tubing connects to the damper actuator......| O O
* The outside air thermostat(s) is functioning properly (e.g., in the right
tocation, calibrated COMECtY ) wmmmmmmmmmrniiiimiemistieessansnsnssrensss sosd O @ 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

ACEOSS tEIINITIALS o i b B sersasmmmnse s are samssamoms s sstns sy s esme s sy tnesenae O @ O
OR

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

e | e O @ O

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

automatic reset frceze—statbo @ 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 1o 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

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

1 @ O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SSHING ..o @ O O

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

OEATPIACLIGES! sssnnnssssienismminrs s o s S e s et e O @ 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 ... O @ O

3z. Ensured that dampers operate properly {for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications...........O 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 amount of ouidoor 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 SAtiSIIed) oo e (o) O O

NOTE: If fun 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 reqUIre .......o.oovoviiicrce i e O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUnctioning ..o e O 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 cutdoor air (mechanical
8ystem OF operable WINAOWS) 1o esres s ene s esr e ess e @ O O
4d. Ensured that supply and return vents are open and unblocked @ O O

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

U O ——— O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population ChANZES ... it arer e eres e ser o O O
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 biocking air vents @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

L @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
TR S - @ 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 example,

floor joINts, PIPE OPETHILES ) tovevrereeeeeereeest it es et eeeen oo sessres e O @ O

5. EXHAUST SYSTEMS

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

if fans are running but air is not flowing toward the exhaust intake, check for the following:
* [Inoperable dampers
* Obstructed, leaky, or disconnected duciwork
* Undersized or improperdy installed fan
* Broken fan belt




5. EXHAUST SYSTEMS (continued)

ACTIVITY 20: EXHAUST AIRFLOW

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

Sb. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

Adjacent SHACES s s s ] 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 ......ooooevieiciiniinienn, O @ 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.......c.ccoiieeicinnnnd) O

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

BT s seorsa e B T TS T P S O @ O

6b. Caleulated the number of occupants served (22b) by the ventilation unit

UNHCE COTRITRTATIONL v s sismsonsnserssossios i s oS R RS YR L O @ 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¢) ......... O @ O

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

S R 1 OO OO
6e. Corrected problems with ventilation units that supplied inadequate

quantitics of outdoor air to ensure that outdoor air quantities (22¢) meet
the reconiniended levelgmTable | cunsammsaaranarsmssnmessnmmmneg O @ O

NOTES
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. 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,
aswell 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
|IAQ Coordinator.

Ventilation Checklist

Thomas Verville
Griswold Middle Schoo

mau

Name:

School:

Unit Ventilator/AHU No:
Room or Area: kitchen £ Date Completed:

Signature; ‘// /““_//(/l/u? ]/ { /(, /M'

3-4-25

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 eseape floorplan)i. s

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

DT IO samiaisiiiaiinionssnssmamsnnsamsennmsnss s S S SRS i NS A S A ST @ O O

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

O BIVETS «vnsmwuramsonsssvas s s ey a0 T B SR B T L A A B s @ O O

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an intake) ..........cccocvervrineinneirierennseneesnss s ® OO

ACTIVITY 2: POLLUTANT SOURCES

le. Checked ground-level intakes for pollutant sources (dumpsters, loading
docks, and bus-1dling ATeAS) ......c.coviiiiiiiiiiiciiieeice e e

If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddles; and mist from

air-conditioning COOlNE tOWETS) ....vvviveeeeiriiire et sessr s esenecennsn) @ O O

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

ACTIVITY 3: AIRFLOW
lh. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O

® O O

li. Confirmed that outdoor air is entering the intake appropriately ....................|

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS

2a. Replaced filters per maintenance schedule ... @ O O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

loTFov 200 vort Loy e izt 001 RN e — O O
2¢. Vacuumed filter areas before installing new filters.......coovvveievviciiiisceseenenen, @ O O

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

PO} R CEUBI covasuscvmmmnyvn osaynson sanysosssemess 436333 0 40 RS SOOTR o SRR @ O O

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 Yes Mo N/A

aeumating) csnanengrmnasrmrmEs e, O O
2g. Cleaned drain PAnS ..ot o O 8

2h. Checked drain pans for mold and mildew ... (o) O

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

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

(air-mixing chamber and fan blades) s clean ........cocoocceeiiereeeeeeer, O O
O

2k. Ensured that ducts re ClEATM ©voviveee et eeeress e sste et oot oo oo,

ACTIVITY 8: MECHANICAL ROOMS
2l, Checked mechanical room for unsanitary conditions, leaks, and spills ......... @ O O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and supplies v O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at feast partially open (mimimum position) ...... @ O O
3b. Ensured that minimum position provides adequate outdoor air

e O O

ACTIVITY 9: CONTROLS INFORMATION

3c. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,
and controfs operations manuals (often uniquely designed) .....ooivinin. @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ...........ocoocoveveeeenn.n) O
3e. Set time clocks appropriately v O O
3f. Ensured that settings fit the actual schedule of building use (including

e et e T R I T @ O 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 ... O O
3h. Checked that the line dryer prevents moisture buildup ..o.oocvveviiiiiiciann O O
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

blow down the tANRK) cvo ittt e O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper

level (no leakage or OBSITUCHIOTE) oot s O O

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

e T @ O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ... O O

NOTE: It is necessary to ensure that the damper is operating properly and within the normal
range lo continue.




3. CONTROLS FOR OUTDOQR AIR SUPPLY (continued)

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

of shutting off appropriate aiv handler ... O O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is turned on i O @ O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thermostat 1S et 10 83°F ..o O @ O

3q. If in cooling mode, checked that the outdoor air damper goes to its minimum

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

to 60°F and mixed air thermostat is 52t 10 45°F i) O @ O
3r. If the outdoor air damper does nat move, confirmed the following items:

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

serewsiorbolty are Rt I S s eanssesssaesasmnscersapmrs O @ O

*  Moving parts are free of impediments (e.g., rust, corresion) ..................| O @ O
«  Electrical wire or pneumatic tubing connects to the damper actuator ......() (o) O
¢ The outside air thermostat(s) is functioning properly (e.g., in the right

location, calibrated correctly) O O

Proceed to Activities 1316 if the damper seems 1o be operating properly.

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

ST PR —— O ® O

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

STADIDOE] ccsuimmcnsmmomeansmms s ws e s 4T AT R g O @ O

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

AUOMALIC TESCE TECZE-SIATS ..ovi ittt ettt e eee e seeren] O @ O

NOTE: HVAC systems with water coils need protection from the cold. The freeze-stat may
close the outdoor air damper and disconneet the supply air when tripped. The typical irip
range is 33°F to 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

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

O i s s S S A A @ O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
thanthe roonythermostatsetiing v s gy sl @ O O

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

LOCAL PIACTICES 1rvviee ittt n e ee et et a e O 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 ......! O O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/retief air, and recirculated air), per the design specifications........... | O 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 amount of outdoor air based on outdoor temperature
and humidity level.



3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

ACTIVITY 16: FANS

Jaa, 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) ..o @ O

NOTE: If fan shuts off when the thermostat is satisfied, adjust control evele 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

PErfOTTI A5 TEQUITEM ...orereee ettt O O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between rooms and corridors are funCtioning ... @ 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 Windows) .o @ O O
4d. Ensured that supply and return vents are open and unblocked @ O O

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

AP S MY . vaemcsmomsvemormasenevissmn oo e S R S O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

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

biackboards or displays, bookshelves) that could block movement of

air in the room, especially those blocking air vents ....eccevcincvirresee | @ O O
4h. Ensured that unit ventilators are quict enough te accommodate classroom

activities @ O O

4i. Ensured that classrooms are frec of uncomfortable drafis produced by air
T SUPEEY eI NALS s mnsrmamsssme s s R A SR T @ 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.

4i. 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 OPSTHIES) oeveiirirreereccee et ens et bt O @ O

5. EXHAUST SYSTEMS

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

If fans are running but air is not flowing toward the exhaust intake, check for the following:
* [Inoperable dampers
s Obsiructed, 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 Mo N/A

T T e R O S O O

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

5c. Ensured that air is flowing toward the exhaust intake ..o O @ 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 ..ol O

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

BIAIE oo oo 10 s A L S T R A A DR O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

BT T T S A B TR TGN svsqsons gpegsmiseronstessmorains oot T B S PSR 3 AT O 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¢) ... O @ O

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

JEVEIS 11 TEBIE 1 .ooveeeemeeeorersosorsoesssesesesses s sesesssssessssses s seetssssesssssssessssssensssnes O ® 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 1. O @ O

NOTES







Ventilation Checklist

Name: 1homas Verville

Yol Griswold Middle School
RTU_1

Unit Ventitator/AHU No:

Sl Boomuorig: oie - Date Completed: 3-4-25
Signature:
Instructions
1. Read the [AQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background _ 2 s
lfeimatinifor la. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A
this checklist. example;a fire eseape floor pla) qo sy min s S S i)
1b. Ensured that the ventilation system was on and operating in “occupied”
2. Keep the TTIOME ottt et er sttt e ee et een e et eteseeneresrenresteneas e s ese s ees et narnrenn O O
Background

Information and

make a copy of ACTIVITY 1: OBSTRUCTIONS

this checklist for le. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
each ventilation DT OV LS serrvmvimm e b e T R R T A R T S T e @ O O
unit in your school, ld, Installed corrective devices as necessary (e.g., if snowdrifts or leaves
as well as a frequently block an intake) ..o @ O O
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
3. Complete the le. Checked ground-level intakes for pollutant sources (dumpsters, loading
ChecFl)dist. docks,rdibussaling HBaY) oo T O O
. . 1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
% Ellhec"k the "yes, toilet, or laboratory exhaust fans; puddles; and mist from
i ., air-conditioning cOOlNG IOWETS) .ovoovvivvice et ® O O
bnotbappélcabfeh lg. Resolved any problems with poliutant sources located near outdoor air
Dox eS|”e e"ac intakes (e.g., relocated dumpster or extended exhaust pipe) ..c...ccooovcvena.) O O
item. {A “no
response
requires further ACTIV!TY 3: AIRFLOW
attention.) lh. Obtained chemical smoke {or a small piece of tissue paper or light plastic) @ O O
. Make comments li. Confirmed that outdoor air is entering the intake appropriately ..........c.......... @ O O
in the “Notes”
section as 2. SYSTEM CLEANL!NESS
necessary. ACTIVITY 4: AIR FILTERS
4. Return the checklist 2a. Replaced filters per maintenance schedule .....oooooovicviveieiicicecce @ O O
portion of this Zb. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the b O b SO SUTCEIT e v S R T T o @ O O
IAQ Coordinator. 2¢. Vacuumed filter arcas before installing new FIers ..o O 0O

2d. Confirmed proper fit of fiiters to prevent air from bypassing (flowing

avord} Csaln IO v A s o Bienemenssasrasi) O O
O

2e. Confirmed proper installation of filters (correct direction for airflow).......... @ 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
ARCUTIBATINEY sosrammminssssvssssvussssssssssis s oo S AR T

Q Q
2g. Cleaned draifn PANS oo O O
O

2h. Checked dratn pans for mold and mildew ..ot

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ..........ccoovvvcveevirienreeeeenn) @ 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) 1s €lean ..o % O 8

2k. Ensured that ducts are CIEan voovi e oecieiesresressesseeeseeseresess et ess oo

ACTIVITY 8: MECHANICAL ROOMS
2L, Checked mechanical room for unsanitary conditions, feaks, and spills ......... @ O O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and SUPPLIES .....cccoviviiirei e @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

0] e et 1 NSRS AU SRR S —— @ O O

ACTIVITY 9: CONTROLS INFORMATION

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

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position . 8 O
Je. Set time clocks apPropriately i

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

T ARECREMEUESE) cnmormmmmmmmars s O S R R B S @ O 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 ..o
3h. Checked that the line dryer prevents moisture buildup .oooeiciicinieninnnn) O O

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

blow down the tanK) ..ottt e O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper

leveliine feakageiorabsitiElOns) swwmmmmmmemmn s T ) O O

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

1 o1 L] T O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ..........cocoeeeeevvinnnn) O O

NOTE, [t 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......c.iiiriicec ] O O
3o. Checked that the outdeor air damper opens (at least partially with no delay)
when thewir Bandler s rieaioN nemmme e s i b e @ O

3p. Ifin heating mode, checked that the outdoor air damper goes to its
minimum position {(without completely closing) when the room

T S S S O O

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 $2t 10 45°F oo O @ O
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
screwsorDolts 18 HENY swwmmrs s el s rmsmesm s e s s O O
*  Moving parts are free of impediments (e.g., rust, corrosion) .......coeen..! O O
* Eleetrical wire or pneumatic tubing connects to the damper actuator...... | O
*  The outside air thermostat(s) is functioning properly (¢.g., in the right
location, calibrated COrTeCtly) ..o ) O @ O

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

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

BETORS, EOBINETEANS cucerssonsos smsoas s s s s ¥ S ST S TR O @ O

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

T TR B e e e e e e S R O @ O

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

AULOMIALIC TESEE TTECZE-SLALS ..o irriiies ittt ee et et eeeee e e eeena) 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 iripped. 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

BT G057 P it M s smnnss snssmesonsns cobabmtntog aessmss s s s s s A S s @ O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
thamthe rosmithernTostat FetN B s s @ O O

ACTIVITY 15: ECONOMIZERS
3x. Cenfirmed proper economizer settings based on design specifications or

1008] PTACTICES 1iiiiirimrieen it eeere oo va s st s tre b e be s s srsba ) O @ 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 ....... O @ O

3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications...........! O 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 enthaipy.
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) ...o.coviiicciciiniin.ld 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 system

PETTOITY ASFEOUHIE e sevensvsmrnssssessmsssomsnnsisionn oot s i s o R TR O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ..c..ocovveeereonirnrrsienemee s O O

NOTE: [f ventilation system is closed or blocked 1o meet current fire codes, consult with a
professional engineer for remedies.

4c. Made sure every occupied space has supply of outdoor air (mechanical

systen o operable WIndoWS) s msmmmsme e T R @ O O
4d. Ensured that supply and return vents are open and unblocked .....ooovvvnnnn... O O

NOTE: If outlets have been blocked intentionally to correct drafts 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

T T T ——— O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population changes O O
4g. Moved all barriers (for example, room dividers, large free-standing

blackbeards or displays, bookshelves) that could block movement of

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

e O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
fromsupply teerinals o cpnsmimmmssr s R St ] 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 example,

floor joints, pIPe OPENIAZS) oot O O

5. EXHAUST SYSTEMS

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

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




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

NQTE: 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

] T Y By mmn gm0 3 o 1 A T R 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”).

Sc. Ensured that air is flowing toward the exhaust infake ........ooiinennnns O @ O

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

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

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

DU s iy oo 3 o S 0 S R TS A O S O @ O

6b. Cajculated the number of occupants served (22b) by the ventilation unit

under CONSIACIALION ..o bbb e O 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¢) ......... O @ O

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

[BVEIS T TABIC T, .. o snameremmasans snssmmsanesase i S T e e O O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
therecommended fevels in Fableiliwaarmmimnamrmmsmemnserissss o i O @ O

NOTES







Ventilation Checklist

Thomas Verville

Name:
School: 1 homas Verville
Unit Ventilator/ AHU No: RTU_2
Room or Area: Alditarilm Date Completed: 3-4-25
Signature: Giomaas V*Wé%
Instructions
1. Read the /AQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background . .
Information for la. Marked locations of all cutdeor air intakes on a small floor plan (for Yes No N/A
e example, a fire escape floor plan) ...

1b. Ensured that the ventilation system was on and operating in “occupied”

2. Keep the e @ O O

Background
Information and

ke & GopY o ACTIVITY 1: OBSTRUCTIONS

this checklist for le. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
each ventilation Y B s ot 0 T AU sttt A 9 81 A S SO A O O
unit in your school, ld. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
as well as a ficquently blocksan MEAKE)...cmmmmmsemmmsmmmmm s s @ O O
copy for future
reference. ACTIVITY 2: POLLUTANT SQURCES
3. Complete the te. Checked grOthxq-lgvel intakes for pollutant sources (dumpsters, loading
Checklist. docks, and bus-idling areas) ..o.o.civeveieeiieee e @ O O
" " If. Checked rooftep intakes for pollutant sources (plumbing vents; kitchen,
* Ehecﬂk the “yes, toilet, or laboratory exhaust fans; puddles; and mist from
R ., air-conditioning COOlNE tOWETS) ..v.rieriimrmeernmsssiisriinseeoaesemessensesseeseesrosad ® OO
ot apgllcabie Ig. Resolved any problems with pollutant sources located near outdoor air
.box beSI?e e,,aCh intakes (e.g., relocated dumpster or extended exhaust pipe) ....ovocoveceeee. ) @ O O
item. (A “no
response
requires further ACTIVITY 3: AIRFLOW
attention.} th. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
W T n— 1. Confirmed that outdoor air is entering the intake appropriately ..o d @ O O
inthe "Notes”
section as 2. SYSTEM CLEANL[NESS
He Sl ACTIVITY 4: AIR FILTERS
4. Return the checklist Za. Replaeod tifterspermainiensnoesoletile wwammmmnorgospamvsssmai) O O O
portion of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the BLOWING AOWNSEIEAMY ...........ooooeeseee e seeceseeeeeceemesersessseeeeeeeeeeseeesesers s @ O O
IAQ Coordinator. 2¢. Vacuumed filter areas before installing new Flters ..o © O O

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

around) the air fIleT ... @ O O
Ze. Confirmed proper installation of filters {correct direction for airfiow).......... @ 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
ACCUMUIAHINZ) L1ivitiieiiiiie et e es s st eesee e en et eee e O O

BRI -0 e R OSSR S ——— )

2h. Checked drain pans for mold and mildew ....oo..oooooreoooooeeoseoees oo o) O

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are ¢lean ..o, @ 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) 18 Clean ........ocvvvviniiereeeeeeeeeee % O 8

2k. Ensured that ducts are CIEAN ..o et s s s sesees s e

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

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical proditets; and sUpPHes ..o O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

fOF DCCUPATIES ..o s e s @ O O

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) .......oooveerennn) @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct POSIHON e, 8 O %
Fe. Sebtimenlocks approplalely v s s s S

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

NIGHYWECKEIA USLY 1o ievirirrreiese ettt ee et et s o e esemerenn e er s @ O 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 ....ocovviciinin O O
3h. Checked that the line dryer prevents moisture buildup vl

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

blesstomn e Hanl e omesn e s R ST O O @

3j. Set the line pressure at cach thermostat and damper actuator at the proper

level (no leakage or obStIUCHIONS) (.oooviiiiiriiiri et O O

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

FOr ANSPECHION 11uvciiiiiie st et ! O O

3m. Ensured that air temperature in the indoor area(s) served by cach
outdoor air damper is within the normal operating range .......veceervviieiinieiennd O O

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




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 ... O O
30. Checked that the outdoor air damper opens (at least partially with no delay)

when the air handler 1S turned 08 oot O O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position (without compietely closing) when the room

thermosTABISTSEHI0. SORF oo o orsy s e S S e TR e O @ O

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 86t t0 45°F ..o O ® 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

SCIEWS OF DOILS A€ tHENE oot st O @ O

*  Moving parts are free of impediments (e.g., rust, corrosion) ........o.........! O O O
* Electrical wire or pneumatic tubing connects to the damper actuator ... O O

* The outside air thermostat(s) is functioning properly (e.g., in the right
loeation calibrated comeelly) vy O @ O

Proceed to Activities 13-16 if the damper seems to be operating properiy.

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

ACTOSSRerniNals v T T S R T O @ O

OR

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

L T O @ O

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

AULOMALIC 1ESEt FTERZE-SEAS oo 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

0 T e ettt s s S S AR5 A B @ O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
thetiithe (oo tHETiOstat SEtIHE v s S R st ane @ O O

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

1OCA] PIFACTICES 1vivvivviiist et isiei et et sree e et s e oo ereres s seneassaseassensesssirensaresssas) O O

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

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

PETTOTN A5 FEQUETET. .vvor . conmmmamsmomssessrssncossraersns o s s vess st 6355t s oe et 5 O O

4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUNCHONING ..ot ® O

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

4¢. Made sure every occupied space has supply of outdoor air (mechanical

systereroperalile WANHOWSE oo sy s s s S s O O
4d. Ensured that supply and return vents are open and unblocked ..o, @ O O

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 SRPEIY v vrmmss s s s e T S R R T P T e O O

4f. Modified existing HVAC systems to incorporate any room or zone layout

and popuiation changes O @ O
4g. Moved all barriers (for example, room dividers, large free-standing

blackbeards or displays, bookshelves) that could block movement of

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

B BROIS) commrorye e e B e T T @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
from SOy SrINA Sl nmrems s T T s ey @ O o

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutants, the ventilation system Is designed to
mainiain positive pressurization in the building. Therefore, ensure that the system, including
any exhaust funs, 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 OPCIHIEES) tovevviirieiieereeiers st er s srerra s s e srerisreseare O O

5. EXHAUST SYSTEMS

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

If fans wre running but air is not flowing toward the exhaust intake, check for the following:
+ [noperable 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 io surrounding spaces).

5b. Checked {using chemical smoke) that air is drawn into the room from Yes No N/A

P T R PG s s st 5T A S S TS

® 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 ....oooovviiveecnseeeen, O @ 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.......oiivrereiin

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

6a. Measured the quantity of cutdoor air supplied (22a) to each ventilation
T Y SR O S SO e
6b. Calculated the number of occupants served (22b) by the ventilation unit
Uridet OnS e Tt ON vasermm g o T T T S I 8 s
6c. Divided outdoor air supply (22a) by the number of occupants (22b) to
determine the existing quantity of outdoor air supply per person (22¢) .........

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

levels i Table dunevmmvmenannapsnmmm s A 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..oooiiiiiii s

O

NOTES







Instructions

. Read the AQ
Backgrounder and
the Background
Information for
this checkfist,

. 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”
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: 1homas Verville

School: Griswold Middie School

Unit Ventilator/AHU No; 1.3
3rd foor builidng b T —

homaa wervile

Room or Area: 3-4-25

Signature:

1. OUTDOOR AIR INTAKES

la. Marked locations of all cutdoor air intakes on a small floor plan (for Yes No N/A
exatnple; wfirereseane 00T RN e T et e

1b. Ensured that the ventilation system was on and operating in “occupied”

TEIOTIE ittt ettt ettt ce e sttt b s s et e et e et r et tae e e et e e ree e e anen O O

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

e T W @ O O

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently Block an intake) .o e ) @ O O

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

docks; aivd BuS-sllmERIeEs e s e S T e e B e @ O O
If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

air-conditioning cOOHNZ fOWETS} ... vvreeriiiiiiieeeee e O O

lg. Reseclved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe} voveeecriiin] O O
ACTIVITY 3: AIRFLOW
1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic) .. O O
1. Confirmed that cutdoor air is entering the intake appropriately ................... @ O O

. 2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a.. Replaced filters permaintenance scheduler. o ismmn s @ O O
2b, Shut off ventilation system fans while replacing filters (prevents dirt from

BIGRATE OISR AT b R R T T s heem e ssa s angd @ O O
2c. Vacoumed filter areas before installing new filters ... @ O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

Lo 3L T 1 g e T T T ———
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 Yes No N/A
ACCIIMUIATING) ovnevussssmmsmns sy e e s S F s T T Y S TS E I  amas g

2g. Cleaned drain Pans ... e sees et (o) O

2h. ‘Checked drain pans for mold andmildew s smmiesismims mmiin e () O
ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean ... @ O O

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

{air-mixing chamber and fan blades) is clean .......ovieiiii oo, O 8

2k. Ensured that dUCS 8T8 CIERIL .iviveieeeioeeceeeeceessre s eeeessesseesvesssoss et st oo,

ACTIVITY 8: MECHANICAL ROOMS
21, Checked mechanical room for unsanitary conditions, leaks, and spills ........] @ O O

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and sUPPLIES ......covcorvvirniiee s, (® O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) ...... @ O O
3b. Ensured that minimum position provides adequate cutdoor air

PO O RIATIUS a0 S 0 5 G S S e bnm st mas s sm s e @ o O

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) ool O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position ..........ocoeeevecennnnd O @
Je. Set time clocks appropratel oo e e O O

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

fiightiweekentd USEF e son e S T i s Srnserersnrspomnped @ O O

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

accupied (day) setting and the unoccupied (night) setting ........ccococmvevrnen O O
3h, Checked that the line dryer prevents moisture buildup oo

31, Replaced control system filters at the compressor inlet based on the
compressor manufacturer’s recommendation (for example, when you

BIow down the TANK) 1ottt eees st sresse s e eressasearsaeanssanad O O

3j. Set the line pressure at each thermostat and damper actuator at the proper

leweli{16 leakapeiorpbSIMOIBNG s mmim i G HEA T s ssnsmnspmsssssan] O O

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

T (HSPRTHEN s e S B A S e s ey O O

Im. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ..o O O

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 ...t eeee o] O O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is turmned o1 o] O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

PHErMOSIAtISSEID B5°E ioniam i s i i Gabinnsmanssopsesntesnesismmsznossyasoss) O @ O

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 et to 45°F ..ot O @ O
3r. 1f the outdoor air damper does not move, confirmed the following items:
*  The damper actuator links to the damper shaft, and any linkage set
SCFEWS OF DOLES Are TIZHE .ot sner e O O
*  Moving parts are free of impediments (e.g., rust, COrrosion) ..o @ O
* Electrical wire or pneumatic tubing connects to the damper actuator ....... O @ O

* The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COITECLY ) ..ottt oo O @ 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 LEIFINALS Loviiiiiii ettt st sttt tebere s eeanes enees O O
OR

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

D s S B s O O

Ju. Assessed the feasibiiity of replacing all manual reset freeze-stats with

A O A S S S e e E RS AL oo mms s o e S BT TR 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
rapge 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

Tk il ST ] T @ O O

3w. Ensured that the mixed air stat for cooling mode is set no jower

than the 1oom thermostat SEHNE ..o O O

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

logal PrACHEES s s S S R SR T e O @ 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 ......! O @ O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications...........| O @ O

NOTE: Economizers use varying amounts of coal outdoor air to assist with the cooling
load of the room or rooms. There are two types of economizers, dry-bulb and enthalpy,
Diy-bulb economizers vary the amount of outdoor air based on outdoor temperuture,
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) ......cvvevviriiieceis e 4

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary to
ensure syfficient 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 O O

4b. Ensured that passive gravity relief ventilation systems and transfer grilies
between rooms and corridors are functioning .......ccovceeeenverenesvecennnd O O

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

4¢. Made sure every occupied space has supply of outdoor air (mechanical

systemporoperable WINOWE) w o mrmrmmmmmmsmmn e s O O O

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

d4e. Modified the HVAC system to supply outside air to areas without an outdoor

AL SUPPI cocsyoposgre s T e S T T S T e O O @
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population changes O O @
4g. Moved all barriers (for example, room dividers, [arge free-standing

blackboards or displays, bookshelves) that could bleck movement of

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

BCHIVITICE Lot vrens et e sesa e e e s eee e ensnra s e @ O O

41, Ensured that classrooms are free of uncomfortable drafis produced by air
frotm supply EEMINAL worsmunmermar R T S R R S @ 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 example,

floor joints, pipe opcnmgs)o O

5. EXHAUST SYSTEMS

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

If fans are running but air is not flowing toward the exhaust intake, check for the following:
» [noperable 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 fo surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

T T R hom—— O O

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

Sec. Ensured that air is flowing toward the exhaust intake ..o, O 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........ccvveevsvieivienn, @ O

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

13— O O

6b. Calculated the number of occupants served (22b) by the ventilation unit

UNAer CoNSIASIALION .....oviviciiircitieie e s ar e e O @ O
6¢. Divided outdoor air supply (22a} by the number of occupants (22b) to

determine the existing quantity of cutdoor air supply per person (22¢) ......... O O

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

levels in Table ., O @ O
te. Cerrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
themeenmmended levelsam Fabletl v mmmuasmmamss s @ O

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 checklist
portion of this
document to the
IAQ Coordinator.

Ventilation Checklist

Thomas Verville
Griswold Middle School

Unit Ventilator/AHU No: 1 U_4
Rolaneeand flaa Date Completed:

Ghomaa wernidle

Name:

School:

3-6-25

Room or Area:

Signature:

1. OUTDOOR AIR INTAKES

fa. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A
example, a fire escape 10T PIAN) o

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

e T — @ O O

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

Y T O o e e T o e e @ O O

1d. [nstalled corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an Itake) ..o e @ O O

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

A00Ks . And DussTUIING BIRASI s s T T T @ O O
If. Checked rooftop intakes for pollutant sources {plumbing vents; kitchen,

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

aIr-conditioning cOOlIE tOWEES) .iviiiii i) @ O O
lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) ...ovvveiiiiennns! O O
ACTIVITY 3: AIRFLOW

th, Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
li. Confirmed that outdoor air is entering the intake appropriately ... O O

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Repiaced filters per maintenance schedule ..o @ O O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

bl i s B TS TN s om0 O O
2¢. Vacuumed filter areas before installing new filters ..o O O
2d. Cenfirmed proper fit of filters to prevent air from bypassing (flowing

310101101 S pLokt g U v ORSIeU O S OO S IOOS O | O O

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 Yes No N/A
ool b T e e R |

28, IClCAmet ARAN DT e e imarnumssismminamasss e s e s T A PRI () O

2h. Checked drain pans for mold and mildew ...........coovererneirensconssinseeseeeneeonn. © O
ACTIVITY 6: COILS

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

2. Ensuvedthat duetsaresclentt swmmmommeroom ssaossmmmmmm s s s S s

ACTIVITY §: MECHANICAL ROOMS
21, Checked mechanical room for unsanitary conditions, leaks, and spills ......... @ O

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and supplies ..o O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partiaily open (minimum position) ...... @ O O
3b. Ensured that minimum position provides adequate outdoor air

FOT OCCUPANTS ..ot e @ O O

ACTIVITY 9: CONTROLS INFORMATION
3c. Obtained and reviewed all design inside/outside temperature and humidity
requirements, conirols specifications, as-built mechanical drawings,
and controls operations manuals (often uniquely designed) oo @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ..., 8 O O,
3e. BettimeieloeheapnronMatEly e i R

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

DIGHHWEBKENA USE) 1oiviiiiii ettt st ereee e eseeeeen e e eeer @ o O

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

occupied (day) setting and the unocecupied (night) SCHNG «.cooovrviivininieiniennn, O O
3h. Checked that the line dryer prevents moisture buildup ...ooovovvvvvveiiend

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

Bl e e e A kL s s R PSS O o @

3j. Set the line pressure at each thermostat and damper actuator at the proper

level (no feakage or 0bSITUCHONS} Livriii e e O O

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

FOT INSPECIION ..oceiieiiicvir e e e s sr e st eeees st e e eenand @ O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ... rieeeinennn @ O O

NOTE: It is necessary fo ensyre that the damper is operating properly and within the normal
range to continie.




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 ..o d O O
3o0. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler 18 turned 01 . O O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position {without completely closing) when the room

thermastatis Sett85°F somvmmmnmeror s i e srsrsrsonesasass tnsnond O O

3q. Hin cooling mode, checked that the outdoor air damper goes to its minimum
position {(without completely closing) when the room thermostat is sct
to 60°F and mixed air thermostat s Set 10 45°F i) @ O 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
SCTEWS OF DONS are tiZht oo e

*  Moving parts are free of impediments (e.g., rust, corrosion) .................! O 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, calibiated BOTEEBIE Y v s e sssmrmmn eyl @ O O

Proceed to Activities 13-16 if the damper seems to be operating properiy,

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

1L D1 e 7 WU .. @ O O

CR

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

1 L @ O O

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

automatic resctfrecze-stats O O

NOTE: HVAC systems with water cotls need protection from the cold. The freeze-stut 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

TRAEY AP E ccrmomnasces svmmmmmiomes s S B R S S S @ O O

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

than the room thermostat SCHINE «.ooovoveeiivvveriree e O O

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

Lol DEATRIOES s smamsmmmms o s e o o D PR A 50 O 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 ......] O @ O

3z. Ensured that dampers operate properiy (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications........... O 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 enthaipy.
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) ..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

PerfaiBl B8 T Te e e B T TS s e sss S B O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between roomsandcorridorsare Funclioning. . cummmsisanasmmmrmmismssid O @ O

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

4c. Made sure every occupied space has supply of outdoor air (mechanical
system or operable WINAOWS) .oveveiviiseciceii e O O
4d. Ensured that supply and return vents are open and unblocked .......ocoooeoen00 @ 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

HIT SUPPLY 1ottt ittt st e O @ O

4f. Modified existing HVAC systems to incorporate any room or zone layout

and population Changest v e O @ O
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 .....ovevieceinniniiennn, @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

OV, covvrsmsnvassvmmsssamveiissss s s 5 IS A B S e e @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
fEGin SUBRLY TeTIALE: ... ..o vssmesmmram s esmnsaris e s s s s s o) @ 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 example,

O O S B P e HITIE ) oo s e T st bt et O O

5. EXHAUST SYSTEMS

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

If fans are running but uir is not flowing toward the exhaust intake, check for the following.
» [noperable dampers
o Obstrucied, leaky, or disconnected ductwork
» Undersized or improperly installed fan
« Broken fun 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

Ll e R R B e e 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 ™).

Sc. Ensured that air is flowing toward the exhaust intake oo O @ O

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........cocovvvviieeiiionn O

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 R . O ® O

6b. Calculated the number of occupants served (22b) by the ventilation unit

utider ConSIAeTEtiN s are s P A T i rrmnspsssemasasanran e O @ O
6e. Divided outdoor air supply (22a) by the number of occupants (22b) to

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

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

i L T O O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
the recommended Jevels i Table 1o s O @ O

NOTES
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4,

. Read the [AC

Instructions

Backgrounder and
the Background
Information for
this checkliist.

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.
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Checklist.

« Check the "yes,”
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“not applicable”
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requires further
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+ Make comments
inthe “Notes”
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necessary.

Return the checklist
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Ventilation Checklist

Thomas Verville
Griswold Middle School

Unit Ventilator/AHU No: RTU_S
second floor b building Date Completed: 3-11-25

homaae varnile

Name:

School:

Room or Area:

Signature:

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 floor plan) ..o

1b. Ensured that the ventilation system was on and operating in “occupicd”

TUOICHRL oot R T S S U I Sz @ O O

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

O Bl S et Fui i s s s e A S A S i s A A @ O O

1d, Installed corrective devices as necessary {e.g., if snowdrifts or leaves

frequentlyblack andotalie] ..omwmmnanensmsssgssmmssssi @ O O

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

docks, and bus-idling areas) ... ! @ O O

If. Checked rooftop intakes for pellutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddies; and mist from

dirzeonditioningcooling TOWEES) smemmommsmmeerms e @ O O
lg. Resolved any problems with poliutant sources located near outdoor air

intakes (e.g., relecated dumpster or extended exhaust pipe) .oooeeeeveeernn )

ACTIVITY 3: AIRFLOW
1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O

® O O

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

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ... O O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

blOWING GOWNSITEAIN) 1oveveviireiiieiis e eseen e O O
2c. Vacuumed filter areas before installing new filters......oooviiviiniinien O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the alr FIEr ..o @ O O

2e. Confirmed proper installation of filters (correct direction for airfiow) ... @ 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
ACCUMMUIBTIIE} coiiiiiiit vttt e et en s

. Elenngd dilill PONE. oo sy v ) O

2h. Checked drain pans for mold and mildew ..o (o) O
ACTIVITY 6: COILS

2i, Ensured that heating and cooling coils are ¢lean .....ocoovvoevveeniesceecereen, 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 C1ean ..o ecnsi e @ O
2k. Ensured that ducts are GIEAN ..o esse s e s @ O

ACTIVITY 8: MECHANICAL ROOMS
2], Checked mechanical room for unsanitary conditions, leaks, and spills ......... @ O O

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products; and supplies. . wmsmummmanmmmnsmesmmssmaes e @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

FOI OCOUPATILS oottt e ettt st @ O O

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 (oftent uniquely designed) ..o @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct PoSItion ... O O
Je. Sebtimerciocks. appropRlaielii e e e @ O

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

THEHYWEEKENE LSEY 1iiviiiieriint ittt e v e s e e e e st ensanesraebe e @ O 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 ..o
3h. Checked that the [ine dryer prevents moisture buildup oo O O
3i. Replaced control system filters at the compressor inlet based on the
compressor manufacturer’s recommendation (for example, when you

Ik o A eI s e T T TR T B S RS O O

3j. Set the line pressure at each thermostat and damper actuator at the proper

level (no leakage or OBSIIUCHONS) ..o O O

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

FOT IMSPECHON ©.vviiiieeiieeiie ittt ettt s sese s ee s e esars s snsee @ O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range .......coooeeeevinn, @ O O

NOTE: It is necessary to ensure that the damper is operating properly and within the normal
range fo 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 handier ... O O
3o0. Checked that the outdoor air damper opens (at least partially with no delay)

when the air handler is turned on .. O O

3p. If in heating mode, checked that the outdoor air damper goes fo its
minimum position (without completely closing) when the room

tHEEGSIALTSISETE S5 e oo p e e T oy F TS RS B e O @ O

3g. 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 1o 45°F .o O @ O
3r. If the outdoor air damper does not move, confirmed the following items:
+ The damper actuator iinks to the damper shaft, and any linkage set
screws of Bolts are tHEht .o O @ O
+  Moving parts are free of impediments (e.g., rust, corrosion) ..o O @ O
+ Electrical wire or pneumatic tubing connects to the damper actuator ... O O
+  The outside air thermostat(s) is functioning properly (c.g., in the right
lecation, calibiatett oo ettt encmeme e O @ 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
AUEUSE BTN s s O @ O
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat {clicking sound indicates {recze stat was

T e O O

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

AUEOMALIC IESet FIEEZE-STALS ..vviiriiciiii e et ebe s e 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 irip
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

T B e e @ O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
that the'raom heimiostas Seting scopnmunnmemems s @ O O

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

L ] P R s s s s 5 D3 B 5 @ O O

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

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

NOTE: Economizers use varying amounts of cool outdoor air to assist with the cooling
load of the room or rooms. There are two fypes of economizers, dry-bulb and enthalpy.
Diry-bullb economizers vary the amount of outdoor air based on outdoor temperatuve,
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) ..o

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle us 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

el e o T T O
4b. Ensured that passive gravity relief ventilation systems and transfer griiles
between rooms and corridors are functioning ...l O O

NOTE. If'ventilation system is closed or blocked to meet curvent fire codes, consult with a
professional engineer for remedies.
4e. Made sure every occupied space has supply of outdoor air (mechanical

system or operable Windows) ... e O O
4d. Ensured that supply and return vents are open and unblocked ..o @ O O

NOTE. If outlets have been blocked intentionally to corrvect 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

AEE SUPPIY rorvirtnsmrmersriiisrinsriirss st ressess et smssssas e e assesrersrasasaes s b bare e nd O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population ChanEEsieremwmsmmams s s S TR O @ O
4g. Moved all barriers (for example, room dividers, large frec-standing

blackboards or displays, bookshelves) that could block movement of

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

e O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air

from sUpPly terMINALS oot e e s e @ O O

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE. To prevent infiltration of outdoor poilutants, the ventilation sysiem 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 heles in exterior wall (for example,

floor joints, pipe opcnsngs)o @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
Sa. Checked {using chemical smoke) that air flows into exhaust fan grilie(s) .../ O @ 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 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

A B S B S s oo B T S A T T R e S T T S e O @ O

Stand owtside 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 ts flowing toward the exhaust intake ... O @ 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 ......ccooveeriicniececne, O

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

U omaron vy vm o o T T S S R S S T S O @ O

6b. Calculated the number of occupants served (22h) by the ventilation unit

UNRAET CONSIARTATION .vevee ettt s O @ 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¢)........ O O

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

el e s e ey s s e e e e O @ O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22c) meet
therrecommended Jevels i Table lLunamommmmmmauinsm oo O @ O

NOTES
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Ventilation Checklist

Thomas Verville
Griswold Middle Schoot

Unit Ventilato/AHU No: 148
1st floor b building Bate Gampleted: 3-11-25

heomaae vernels

Name:

School:

Room or Area:

Signature:

1. OUTDOOR AIR INTAKES

fa. Marked Jocations of all outdoor air intakes on a small floor plan (for Yes No N/A
exampie, a fire escape floor PanY ..o

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

L T T @ O O

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

[0 oo/} ORI ——————— . O O

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently Bock an iItAKE) ..o e @ O O

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

darks, dhd BEE-IdIAG Mieaa]l.. v R O O
If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

AIr-CONAHIONING COOHNE OWETS) civuvvivriirinseisiisiieeseee s eseeeers s eesrond @ O O
lg. Resolved any problems with pollutant sources located near outdoor air
itakes (e.g., relocated dumpster or extended exhaust pipe) v..oo..ovovererninn. ) O O

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

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ... @ O O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

bIOWIIE AOWNSIIBAM) 1ovovviveceiirinieniniresiieseserieintsnsesseasressssessssesestosmssssnsd @ O O
2c. Vacuumed filter arcas before installing mew FIterS ..o O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

L LR T S ————————— e @ O O
2e. Confirmed proper installation of filters (correct direction for airflow).........J 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
FCCUTIUTATIIE) s 0550 00 b nnihansosmsnssronssnssnpprons s ess ssssasa omgseras otnsossnssaners)

2g. Cleaned drain Pans ...t o O

2h. Checked drain pans for mold and mildew ..........ooovvevevvcevereeers e o O
ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean ........ocooooooeiveivcvnveirnd 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) s clean ..o ) % O 8

2k, Ensured that ducts e CIERI wuviiiiiieiie oo eee vt eee e

ACTIVITY 8: MECHANICAL ROOMS
2. Checked mechanical room for unsanitary conditions, leaks, and spills ......... O O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and sUPPHES . s @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open {minimum position) @ O O
3b. Ensured that minimum position provides adequate outdoor air

DO O G B DAL S b5 0500 o nmsonsnnsosnnansnsssasssammpss s sonnsasssmasasssnsasssmsserns prsssssansssmemnsd @ O O

ACTIVITY 9: CONTROLS INFORMATION

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

and controls operations manuals (often uniquely designed) ... @ O O
ACTIVITY 16: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct poSItion ......ccooeeeceeieeenn.d O O
de. Bebtiimeelonlsapnropratelyc. oo R B @ O

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

NIEHWERKEI BE) -t iaiisinisviensan e rerassssnassenssssmmnseseessssesnen v arssanerseesssasaed @ O O

ACTIVITY 11: CONTROL COMPONENTS
3g. Ensured appropriate system pressure by testing line pressure at both the
occupied (day) setting and the unoccupicd (night) setting ........cccoovcivriennnn.
3h. Checked that the line dryer prevents moisture buildup ..o.oooooevienriviinoien O O

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

BLOW AOWI ERE B1IK) 1vvvvvvvovoe et ORONO)

3} Set the line pressure at each thermostat and damper actuator at the proper

tevel (no leakage or ODSITUCTIONS) woucvvvircrririiceciee s O O @

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection ...........c..ccoco..... @ O O
31, Ensured that the recirculating relief and/or exhaust dampers are visibie

FOF INSPECHON 11ttt s s s st O O
3m. Ensured that air temperature in the indoor area(s) served by each

outdoor air damper is within the normal operating range.....c.coovvvveieinnnd O O

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 cutdeor air damper fully closes within a few minutes Yes No N/A
of shutting off appropriate air handler ... O @ O
3o. Checked that the outdeor air damper opens (at least partially with no delay)
whenthe air Dandler IEtirned O suwraw i b e ionengeaed O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thermostat i 58t 10 85T vttt e O O

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 6O°F and mixed air thermostat 1S $2t to 45°F v O @ O
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
serews oF Boltg are HEhbe s memmmimmm e s s o i ey e mssrasr s
¢ Moving paris are free of impediments (e.g., rust, corrosion) ................... O 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 correctly) ..o O @ O

Proceed to Activities 13--16 if the damper seems to be operating properiy.

ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls (for automatic reset only) to test continuity
BEEORSHLORININANG ..o sesmomesrmsnwesssssmriess s v s v TR RS RT3 O @ O
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates frecze stat was

ATHIIDEEL D e s i 55 s B A SRS e O @ O

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

AUtOMALIC reset fTECZE-SEALS ..ottt 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 353°F to 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

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

T @ O O

3w. Ensured that the mixed air stat for cooling mode is set no jower

thartheroom thermesta SERINE rmmummmsm s O O

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

1OCAL PIACHICES vvvivs it et s et et e e et n e s st erenes] O 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 ......! O @ O

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

PErfOrm A8 IEQUITEA ...ovvniriieciieicrrcri s @ O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUnCHONING ...ovvevieieieianininr i @ O

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

4¢. Made sure every occupied space has supply of outdoor air (mechanical

system or operable WIndOWS) ..ot e @ O O

4d, Ensuted that supply and return vents are open and unblocked .....ovvveevenenn... | @ O O

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

AP Y s smevmovmsscosemmrrsasssintss sssises oo o o ST T s O O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population ChANEES ..o e ] O @ O
dg. 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.cocoeiivvivvniccennd @ O O
4h, Ensured that unit ventilators are quiet enough to accommodate classroom

B B sy s T TS TS e so st st oy eSS S ssmes @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
fronrsupply-tetmunals. w s s s @ 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 cut of the building (using chemical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,

floor joints, PIPE OPERINES) vt ereneran O O

5. EXHAUST SYSTEMS

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

Al AT S BIOTE om0 B A T 000, e g ems oo s g eSO 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”).

Sc. Ensured that air is flowing toward the exhaust intake ..o, O @ 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.........ocoveviveverenn.n! @ O

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 W . O ® O

6b. Calculated the number of occupants served (22b) by the ventilation unit

TBEY COTEIACIBIIOT vvurermmensinsosnsmmses ssmoses sy s s 53 559 exsavn s 55435k O @ 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¢) ......... O @ O

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

TEURIS (11 TADIE 1 e commmmmamenmsmsmss somssssssmsminsarons wpssm sussssssssesssssstens i smyissssn e e O @ O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
the: recortiietior levels 1T Table | musmnemiasms s iaiiommimmsssmsrosns O @ O

NOTES







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 schoaol,
aswell 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
IAQ Coordinator.

Ventilation Checklist

Thomas Verville

Name:

School: Griswold Middle School

Unit Ventilator/AHU No: rtu-7

Room or Area: 9Y Date Completed: 3-11-25

Signature: ﬁiﬁm@ V-%U%%

1. OUTDOOR AIR INTAKES

la. Marked locations of all cutdoor air intakes on a small fioor plan (for Yes No N/A
example,ia.fiveescape Hloor plan Yo mmmnsemesgomm s s O O
Ib. Ensured that the ventilation system was on and operating in “occupied”

O S o N A it S ] @ O O

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

T VR T DS S @ O O

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an intake) ..o @ O O

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

docks,and busdling Areaso o sssumnmsassmssssa s @ O O
If. Checked roofiop intakes for pollutant sources (plumbing vents; kitchen,

toitet, or laboratory exhaust fans; puddies; and mist from

air-conditioning cOOlME tOWETS) ....ovirmieririreetieeeeeeeeeeee e cee e e @ O O

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

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

2. SYSTEM CLEANLINESS

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

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

blowing:downstreant) s asmmasse s aemeasasrss s @ O O
2¢. Vacuumed filter areas before installing new fIlters ..o O O

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

around) thett e o s A T ) @ O O
Ze. 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 Yes No N/A

ACCUMUIALING] (ot et eer e O O
Zg. Cloaned el pams. aovmsmsmsmmammsosmnssmme s i SR T @ 8

2h. Checked drain pans for mold and mildew ...........oooooroovovoooooeoeoeeereeseeerereond & O

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are elean ... @ 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 bladesy IS ClEAn v O O
2k. BEnsured that ducts 8re CIRan ....vviiviiiiiiiisisesrevini e s e e s st sssasse s

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

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical produets, and supplieSu s @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

FOT OCCUPATS ..ot e e @ O O

ACTIVITY 9: CONTROLS INFORMATION

Jc. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,
and controls operations manuals (often uniquely designed) .......cc.cocooevernnn.) @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ......ovvceeeccerenn: 8
3e. Settime:clocks.appropriatelyi.cmemmmmmnernmmn e i

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

NERYWEEKENA USE} .ovivieiiiiiiiise et sttt ee e @ O O

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

occupied (day) setting and the unoccupied (night) SEtHNg .....o.oovvvvvvvervorre OO
3h. Checked that the line dryer prevents moisture buildup oo O O @
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

blowsdown tRetank) s e e s T SR P O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper

level (no feakage o ODSIUCHONS) «o.oovivriieiiicinncnieeete e O O

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

FOT INSPECHIOM 1.eeeeiii ettt s eened O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ..........co.ooeeveeveerenan. O O

NOTE: It is necessary to ensure that the damper is operating properly and within the normal
Fange 1o 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 ... O O
3o. Checked that the outdoor air damper opens (at least partiaily with no delay)
GRS T T S Tl R ———————— S @ O

3p. Hf in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

Ehermostat 15 SEL 10 83%F oo O O

3q. If in cooling mode, checked that the outdoor air damper goes to its minimum

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

to 60°F and mixed air thermostat is $et 10 45°F wviiiiicriiiniieeeeesend O @ 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 sct

serewsiorbolts até tehte e g o O @ O

»  Moving parts are free of impediments (e.g., rust, corrosion) .................! O @ O
+ Electrical wire or pneumatic tubing connects to the damper actuator ... O @ O
* The outside air thermostat(s) is functioning properly (e.g., in the right

location, calibrated COITECLIY) .......cccrmvnirirncini i) O @ O

Proceed to Activities 13-16 if the damper seems to be operating properiy.

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

TCEOST LERIIRALS o romomimssumsmsmes ommmmssmsn s 5o s S R T O @ O
OR

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

L0 I ST ——— O @ O

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

AutomMatic T8 fIEEZE-SAIS ..ot it ener e 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 33°F to 42°F

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

L R L I L S O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
thanrthe roonmthenmostanseinE e snnmas s e @ O O

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

10€AL PIACHEES .ottt e e O O

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

3y. Checked that sensor on the economizer is shielded from direct sunlight ....... O @ O
3z, Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............ O @ 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 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 mave outside air indoors continuously operate during occupied Yes 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 1o
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

petiorth ASeqUITEt o s S T ennsssanasagasnd O
4b, Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ..., sy @ O

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

dc. Made sure every occupied space has supply of outdoor air (mechanical

systein or operable WINAOWS) .occeeeeee ittt @ O O

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

NOTE: If outlets have been blocked intentionally to correct drafts or discomfort, 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 cutdoor

AIE SUPPLY o et bbb st st en st teen) O O

4f. Modified existing HVAC systems to incorporate any room or zone layout

andipopilation Chatesiammmmmsrmmesmammr s O O
dg, Moved all barriers (for example, room dividers, large free-standing

blackboards or displays, bookshelves) that could block movemens of

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

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
from supply texmmals@ 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 ather cracks and holes in exterior wall (for example,

flooe | oTits, DIPE OPEAINEST s v s TR s b s saras O @ O

5. EXHAUST SYSTEMS

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

ST L 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 ......o.ocooovvvreeeeeee O @ 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........cococovviviiieens @ O

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

6a. Measured the quantity of outdeor air supplied {22a) to each ventilation

e e I s O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

UTEE SIS EE R O vyt O s B T rosensansasmon s ssorsmmssmth O (® O
6c. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing quantity of cutdoor air supply per person (22¢)......... O @ O

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

lewiely s TablE | awmmsmmummmsm s s s R St afesmsmsamsomissssmsnsn O ® 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 I Table § coawmummmammmamampeasmams O @ O

NOTES
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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,
as well as a

copy for future
reference.

Complete the
Checklist.

* Check the “yes,”
“no,” aor
“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

Thomas Verville

Name:

Schooi: Griswold Middle School

Unit Ventilator/AHU No; ru-8

Room or Area: Y™ Date Completed: 3-11-25

Homaa vaerwele

Signature:

1. OUTDOOR AIR INTAKES

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

example, a fire escape floor Plan) ..o O O
1b. Ensured that the ventilation system was on and operating in “occupied”

G @ O O

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

T b s A S B AR AP S o T O O

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

Troquenilyblock BInlake) s o SR @ O O

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

docks, and bus-idling areas} ...t @ O O

1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddles; and mist from

airseendifoning oo g TOWEES wurmmnmmsmm s o s @ O O
Ig. Resolved any problems with pollutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust pipe) «.ooveverieennnn) @ O O

ACTIVITY 3: AIRFLOW
th. Obtained chemical smeke (or a small piece of tissue paper or light plastic) @ O O
li. Confirmed that outdoor air is entering the intake appropriately .....occcoveee.... O O

2. SYSTEM CLEANLINESS

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

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

BlOWING QOWISITBANY 1ovveviieireier e eeeee e see s s s s eeesen e aeenand @ O O
2¢. Vacuumed filter areas before installing new fIlers oo @ O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

arotnd} the air FTTEET ..ot r et eterare e, O O

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 Yes Mo N/A
AT LTI o s o s e e st A A o e

2g. Cleaned drain PANS ....v..e.r.ceeorieeereeereeeossesessssesssseeessses st ssesssessseesses e nre s ® O

2h. Checked drain pans for mold and mildew ..........c.o.occiivroecvccoronossvcsesnnsenen © O
ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean .......coeooivceceeiierionierarend @ 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) 18 clean ..o O 8

2k, Ensured that ducts are CIBAT ..ovvvvvoviiie et i v sre st e e s

ACTIVITY 8: MECHANICAL ROOMS
21, Checked mechanical room for unsanitary conditions, [eaks, and spills ......... @ O O

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

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

FOT DCOUPANES 1vvusriviiis ettt se et s e sssb st ssnba e bbb erer st sr o e @ O O

ACTIVITY 9: CONTROLS INFORMATION

Je. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,
and controls operations manuais (often uniquely designed) ool @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position .......c.cccevuveiviriinnn! 8 O 8
3e. Settime clocks approprisfely o e

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

NEENTAWEEKEIA USEY Lottt sttt eeeeeneneneeereseesd @ O O

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

occupied (day) setting and the unocccupied (night) seting ... o O
3h. Checked that the line dryer prevents moisture buildup ..cccoovvrvivciemiereiiennan O O @
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

blow:down thetank)i .. coc s n s s s s O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or 0bSIIUCHONS) coviiciiciriiicr e, O O @

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

FOT INSPECLION 1rviveiitiiiiiii v ettt s s ee s O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range .........cccooooeeeiennne. O O

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 ait handler ... enend O @ O
30, Checked that the outdoor air damper opens (at least partially with no delay) _

when the air handler i$ fUrned 0N o] O O
3p. If in heating mode, checked that the outdoor air damper goes to its

minimum position (without completely closing) when the room

TherMOsIAISISEID BHPE s menm s e S S P T oo O @ O

3q. If in cooling mode, checked that the outdoor air damper goes to its minimum

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

to 60°F and mixed air thermostat is et £0 45°F .ovvvvvveiireininnsssinisennn. O @ 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

SCIEWS OF DOJIES A8 HIENT it et s s e e see et s e ae s e O @ O

*  Moving parts are free of impediments (e.g., rust, corrosion) .................! O @ O
*  Electrical wire or pneumatic tubing connects to the damper actuator......| O @ O

*+ The outside air thermostat(s) is functioning properly (e.g., in the right
TTo T M L 5 it o i O —— O @ O

Proceed to Activities 13-10 if the damper seems to be operating properly.

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

FCTOSETCTIINELS sovrssmsmerser vy e o S eSS e O @ O
OR

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

PO nassmmmmmmssnirmmsonmemms s o e S S O @ O

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

AUEOMALIC TESEt fTEBZE-STAIS 11v it et enenen O @ O

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

ACTIVITY 14: MIXED AIR THERMOSTATS

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

T ITOTRRR o e s e Ay i oS S s e AR AT @ O O

3w. Ensured that the mixed air stat for coeling mode is set no lower
thanithe room thermostat SERINE v nrr i S TS5 faess fornesend @ O O

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

10CaT PACHICES 1.ovvvcivrvirere ettt an e O @ 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 ....../ O O
3z. Ensured that dampers operate properly {for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications......,..... O @ O

NOTE: Economizers use varying amounts of cool outdoor air to assist with the cooling
load of the room or rooms. There are iwo 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 oceupied Yes Mo N/A
hours (even when room thermostat is 8atisfied) ..o O O

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 a5 FeqUITEmmsssmm s o s s e cennmr s smemrenrage O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are funCHONING ..vovvvvvecvceiecice e @ O

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
systen or 0perable WINAOWS) 1viiiiicie it eeneeeeenesrere O O
4d. Ensured that supply and return vents are open and unblocked o.oovooeenin. ., @ O O

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

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

AT SUPPLY ottt it n e O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population ShanBes s s s S S o e O @ O
4g. Moved ail 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 O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

a0 e Lol USRS @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
from supply terminals .......coveiecniine 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 example,

HoIT OIS, PINE OPEMINGE e s T o S s e arsearacsans essae O O

5. EXHAUST SYSTEMS

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

If fans are running but air is not flowing toward the exhaust intake, check for the following:
* [noperable dampers
« Qbstructed, 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 confaminants from areas such as bathrooms, kitchens,
and labs by keeping them under negative pressure (as compared fo surrounding spaces).

3b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

AAJACENE SPATES 1o.vvcvrrsiciiiieiis e st s s s 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”).

Sc. Ensured that air is flowing toward the exhaust intake ......ccooovevveviriroveee e O @ 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..........coccovviiviinnn, @ O

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

LTIIE ©oee s bbb b O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

LT L —— O (o 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¢) O O

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

leels i TablE oosommmsvommrsmsypommm s s e S A O @ 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 1 ..o, @ O

NOTES
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unit in your school,
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Ventilation Checklist

Thomas Verville
Griswold Middie School
rtu-9

Name:

School:

Unit Ventilator/AHU No:
locker rooms

Ghoimaa warwedle

3-11-25

Room or Arca:

Date Completed:

Signature:

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 floor Plan) o) O O
Ib. Ensured that the ventilation system was on and operating in “occupied”

L I T . @ O O

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

L T — @ O O

ld. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an intake) ..o i) @ O O

ACTIVITY 2: POLLUTANT SOURCES

te. Checked ground-level intakes for pollutant sources (dumpsters, loading
docls, and bus-IAlINg ATBAS) vt

1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddles; and mist from

ait-conditioning COOlING OWEES) ......ccciriomrerariminersiriesseesseressesesassssessetonsonn, O O
lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) ...vcovvcevienrrn. S @ O O
ACTIVITY 3: AIRFLOW

th. Obtained chemical smoke (or a small piece of tissue paper or light plastic) .. O O
li. Confirmed that outdoor air is entering the intake appropriately ..................... O O

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ... O O
2b. Shut off ventilation system fans while replacing filters {prevents dirt from

blowingdonsiieaml et s e O O
2¢, Vacuumed filter areas before installing new filters.....oooovoieeeeeer i) @ O O
2d. Confirmed proper it of filters to prevent air from bypassing (flowing

cigsiE LRI 1o 1 R ———— @ O O
2e. Confirmed proper instailation of filters (correct direction for airflow).........] @ O O



2. SYSTEM CLEANLINESS (continued)

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

ACCUIMUEALITIE) Lot ecee st s vt sr e s ersee et e sas e vasrmsnnrresrsbearea O O
2g:. Cleaned:drain PAnE s emmms o mem s s o5 v s s s s T O O
OREE R

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

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ... @ 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) 15 clean ........c.covivvivinivninneir e % O 8

2k Ensured-that: ducts areielemil caomsmmmmismmonmomnsmm s s s viisss i

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

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemicat products, and suppliesic. auammmmmsmammrs s @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position} ...... @ O O
3b. Ensured that minimum position provides adequate outdoor air

O OCOUDANTS Lottt s e e s ss e sn e nned @ O O

ACTIVITY 9: CONTROLS INFORMATION

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

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ......cceeeeereeeioreveenn. 8 O 8
38. Setlinie el oeReapPrOPTIEIELT o mmerom s i s S oS R

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

BIEHY/WEEKEI USEY woivviiiiiiiiri ettt ce e cn e am e sre e e e s anean @ O 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 ... O O
3h. Checked that the line dryer prevents moisture buildup ..o
3i. Replaced control system fiiters at the compressor inlet based on the
compressor manufacturer’s recommendation (for example, when you

Bilasw dowiitHEHANT) . oo msmomne o sy s o R e O O

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or 0bSITUCHONS) ..o O O @

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

FOPAHISDEOITERE. o iegssie s acs s e e e b e O O

Im. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ..........oooovciivcvrinnns @ O O

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

ofishuttingzeffapproptiaterdir hantlets e O @ O
30. Checked that the outdoor air damper opens (at feast partially with no delay)
when the air handler 18 tUMed 0N .o @ O

3p. Ifin heating mode, checked that the outdoor air damper goes to its
minimurm position (without completely closing) when the room

thermestabisrsebio 85°F cusomosssmnspmymmmmm i s ma s e e O @ O

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 15 581 £0 45°F .o O @ 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

SCTEWS OF DOIS Are HENE oo st e eeeseenerene O @ O

*  Moving parts are free of impediments {e.g., rust, corrosion} ... O @ O
*  Electrical wire or pneumatic tubing connects to the damper actuator ... O @ O
* The outside air thermostat(s) is functioning properly (e.g., in the right

[Tont o5 MR 11 o) rolicie el ppicid s CANRESRS———————————————— O @ 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

ACTESSEEERMIALS oo e s P S T TR O @ O
OR

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

ey O O

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

AUtOMAtic TESEt fPECZE-SEALS ...ovceirervcecvirereerri st 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 io 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

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

R e s e e e @ O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat setting @ O O

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

LOEATPEACHICES .immwncumsnsnnisussscsssnsoss s Soes ot o8 s e S G s 05 O @ O

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

3y. Checked that sensor on the economizer is shielded from direct sunfight ......! O @ O

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

NOTE: Economizers use varying amownts 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 Mo N/A
hours (even when room thermostat is satisfied) ... i)

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
da. Ensured that supply and return air pathways in the existing ventilation system

DEFTOTITE ASTBEQUETE o sovmmannsssssrmssinse s s s s T PR 3 SR O O

4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ........cc.ceveveereirenivenversennnd O 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

5T G R sillo) o1 bl o Fac vl AU To Y ) R IOT OO —— @ O O
4d. Ensured that supply and return vents are open and unblocked .........co.ovovoven. @ O O

NOTE: If outleis have been blocked intentionally to correct drafts 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

AT SUPPIY s s s O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population Changes ... e O @ O
4g. Moved all barriers (for example, room dividers, farge free-standing

blackboards or displays, bookshelves) that could block movement of

air in the room, especially those blocking air venis @ O O
4h. Ensured that uait ventilators are quiet enough to accommodate classroom

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
trom Supply LEEMTALS oseevemosovapymm s R R A @ O O

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutants, the ventilation system is desigrned 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 opemngs)o O

5. EXHAUST SYSTEMS

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

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

A ACETEE SIIACES wuisionwins svrmyessams v sovivesssv i 5533558554 85T VAT T T O O

Stand cutside 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 .....cooovviciicnnnninn O @ 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......cocooiivviiinn @ O

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 cach ventilation

EUTI L oo s i 5 O B Y S S R O O

6b. Calculated the number of occupants served (22b) by the ventilation unit

UNAET CONSIATATION L.iivs ittt re s b esesre e setessenetere s O O
6c. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing quantity of cutdoor air supply per person (22¢) ......... O @ O

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

letels B RbIe |esmmmnamnmems o s o S e i el o snmanesessad O @ O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that cutdoor air quantities (22¢) meet
the recommended levels in Table L ..o O O

NOTES







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”
hox 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: | homas Verville

School:  Griswold Middle School
Unit Ventilator/AHU No: RTU_10

main office Date Completed:

Homaa varnile

Room or Area: 3-11-25

Signature:

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 floor PIANY «.iii i e e O O
Ib. Ensured that the ventilation system was on and operating in “occupied”

T r— @ O O

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

T T T @ O O

Id. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently BIOck a1 IHAKE) .ot eesnse s e sses s @ O O

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

docks, and bus-idling Areas) ......o.cveveeeeeesreooeee e @ O O

If. Checked rooftop intakes for pollutant sources {plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddles; and mist from

AIr-conditioning COOIME SOWEIS) . evrviirnrrireieiiireceeeeeeeerse et @ O O
lg. Resolved any problems with poilutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) ... @ O O
ACTIVITY 3: AIRFLOW
Lh. Obtained chemical smoke (or a small picce of tissue paper or light plastic) .. O O
1. Confirmed that outdoor air is entering the intake appropriately ... @ O O

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a, Replaced filters per maintenance schedule ........ccooovovveevcorreoiee) @ O O
2b. Shat off ventilation system fans while replacing filters (prevents dirt from

BlOWING dOWNSLIEAMY .ov.vuieiiiiecsiiis et O O
2c. Vacuumed filter areas before installing new fHters. ..o @ O O
2d. Confirmed proper fit of filters to prevent air from bypassing {flowing

ST L N————— @ O O
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 Yes No N/A

ACCUIMUTANNEZY somspmogeprssmnyams i s TR S A SRR s O o
2g. Cleaned Graifl PAMS oviieiireorreieiiiines i eseacere e e es et essenesseseerenreriais (o) O
2h. Checked drain pans for mold and mildew ......ccooovviiiiiiiiii (e) O
ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ... @ O O

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

(air-mixing chamber and fan blades) is clean ..., O
2k. Ensured that ducts are ClEan .......oociiiivimiicccinmmienesr s sescesesessnssensoned @

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

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and SUPPHES (.o @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

O G P S oo Ty s T S B R T ) @ O O

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) .ooooiieil O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position .......oveveiincinnn! O O
3e. Set time clocks appropriately .oovv oo O

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

ightiweekend 088 b nam i s s e T T @ O O

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

occupied (day) setting and the unoccupied (night) Setting ......ccovvveeiinnnn O O
3h. Checked that the line dryer prevents moisture buildup ...ooooooveiivviiiiinnnn

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

I v U RTINS AT O O

3j. Set the line pressure at each thermostat and damper actuator at the proper
el aib-leakar e O EO B eI besmmra amrrsraner s s s s O O

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

for MSpect Ol vawsmmemmmerr s e O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range .......c.ccvve v, @ O O

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 outdeor air damper fully closes within a few minutes Yes No N/A

of shutting off appropriate air handler ... O O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is turned 00 .o O O

3p. Ifin heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

EHEFEROSTALISEERONEE .smmmrasmsoresremersemseersmass e e oo e AT O @ O

3g. If in cooling mode, checked that the outdoor air damper goes to its minimum

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

to 60°F and mixed air thermostat i $8£ 10 45°F .o e el O @ O
3r. If the outdoor air damper does not move, confirmed the following items:

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

SCIEWS OF BOITS A8 HIZRE oo e e ene e erare O @ O

*  Moving parts are free of impediments (e.g., rust, corrosion) .......ccevro.. O @ O
+  Electrical wire or pneumatic tubing connects to the damper actuator......! O O

*  The outside air thermostat(s) is functioning properly (c.g., in the right
location, calibrated corretli) vl O @ 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

ElcinelitiGiine 1 11 : L ——————— U — O @ O
OR

3t. Confirmed (if applicable) that depressing the manual reset button (usually

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

11512152 OO TS—— O @ O
3u. Assessed the feasibility of replacing all manual reset freeze-stats with

AUTOMATIC TCSEE fTEEZE-SEALS .. vivevieiiies s ceieieeeec e cre s er et e eeseranenens e 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

e s ® OO

3w. Ensured that the mixed air stat for cooling mode is set no lower
thamstive room thetmoSaR SEtINE o wem s ) @ O O

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper cconomizer settings based on design specifications or

100 PTACTICES it ves et sb e ee s s ree o] O 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 ......! O O

3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications...........] O @ 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 econamizers, diy-bulb and enthalpy.
Dry-buib 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 OUTDOQR AIR SUPPLY (continued)

ACTIVITY 16: FANS

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

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cvele 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 requtrcd@ O O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between rooms and corridors are fUnCHOMRE oo ] O 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 cccupied space has supply of outdoor air (mechanical
system or operable WInAOWS) ..o s O O

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

NOTE. [f 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

S BRI o csrrennmmsaserss s oy s s A e O O
4f. Modified existing HVAC systems to incorporate any room or zone layout

AL PO P HHOT CHaTEE s S T R SR O @ O
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 v @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

o @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
from sUpPly teIMINAlS ..o @ 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 fons, is operating on the “occupied” cyele when doing this activity,

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

N0 oINS P OPENINGS) ot S GRS rrenniinammnsassess pesspssnsassp man) @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) ... 4 O O

If funs are running but air is not flowing toward the exhaust intake, check for the following.
» [noperable dampers
» Obstructed, lealy, 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 (us compared to surrounding spaces).

5b. Checked {using chemical smoke) that air is drawn into the room (rom Yes No N/A

AN TPEOTIE SPIRICES s mwrsuwrwsnsn oo om0 3 R A A T S350 550 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 infake ........oooevvnvinieciennn O @ 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.....c.vvvcireniinnnn O

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

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

T O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

Gfider consideratioN e TR O @ 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¢} ......... O @ O

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

B 1 L o O @ O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
the recommended fevels in Table L. O @ O

NOTES







1. Read the JAQ

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.

. 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.

Ventilation Checklist

main office
Griswold Middie Schoot
RTU 11

Name:

School:

Unit Ventilator/ AHU No;

servery Date Completed:

homaa varwedle

Room or Area: 3-11-25

Signature:

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 floor plam) .

1b. Ensured that the ventilation system was on and operating in “occupied”

o ———mhm.. @ O O

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

OF COVETS 1viuvivisiscserisisneinseneresseseseseasasanamsesessanesassseessssasssessas sastsses esetetseestenean) @ O O

1d, Installed corrective devices as necessary (e.g., if snowdrifts or leaves

Irequently bletk Ml wersewmmr T T et @ O O

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

doEkh: g BUA-RIRmienl]  com o mmsmmmesmsmsssasssssnss s @ O O
1f. Checked rooftop intakes for pollutant sources {plumbing vents; kitchen,

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

afrsconditioning Cooling tOWEYS) s el O O
lg. Resolved any problems with poliutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) ool @ O O
ACTIVITY 3: AIRFLOW
th. Obtained chemical smoke (or a small piece of tissue paper ot light plastic) @ O O
li. Confirmed that outdoor air is entering the intake appropriately .......c.ooev.n! @ O O

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ... @ O O
2b. Shut off ventifation system fans while replacing filters (prevents dirt from

BlOWITRE HOMMISIEBATI wnvosmopmmmsssmonssmssein s o e A L0 @ O O
2c. Vacuumed filter arcas before installing new fIlters ... @ O O

2d. Confirmed proper fit of filters to prevent air from bypassing {flowing

R 100073 7 T T 4 L S S O O P O O

2Ze. 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 Yes No N/A
a2 1 T T

2g. Cleaned drailt PAIS ..o sr st eeees e eeaeees! (o) O

2h. Checked drain pans for mold and mildew .. (o) o
ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are ¢lean ..o, @ O O

ACTIVITY 7: AIR-HANDLING UNITS, UNIT VENTILATORS
2J. Ensured that the interier of air-handling unit(s) or unit ventitator

(air-mixing chamber and fan blades) s clean ..., O O
2k. Ensured that ducts are Cleam ..ot eee e e

ACTIVITY 8: MECHANICAL ROOMS
2], Checked mechanical room for unsanitary conditions, leaks, and spills ......... @ O O

2m, Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and SUpPHEs ..o e @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at [east partially open (minimum position) ...... @ O O
3b. Ensured that minimum position provides adequate outdoor air

T O TS o o T T D i mas e s s A A e @ O O

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 (eften uniquely designed} ..o @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct POSItion ..oecvvivceererereenn.. ] O
Je. Set time clocks apPropriately vt

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

T T T I @ O O

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

oceupied (day) setting and the unoccupied (night) sefting ..ol O O @
3l Checked that the line dryer prevents moisture buitdup oo O O @

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

DIOW dOWN THE TANKY 1ottt it erre st erre e s cee e e e et e e e e et eaneead O O

3j. Set the line pressure at each thermostat and damper actuator at the proper

level (no leakage o1 obSIIUCHIONS) (oiiiiniiiis s, O O @

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

TOT: IISPEERIOT oo oy s 5 T T i v s s s e A A B0 @ O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ... @ O O

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




3. CONTROLS FOR QUTDOOR 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 ..o O O
30. Checked that the outdoor air damper opens (at least partially with no delay)

when the alr handler 18 turned 011 v e O O

3p. If in heating mode, checked that the outdoor air damper goes Lo its
minimum position (without completely closing) when the room

thermostat is 561 10 85°F ...oiicvirerrriencreeiie e sse et s O @ O

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

te 60°F and mixed air thermostat is set 10 45°F onsnsmsmmimmmasinmd O @ O
3r. If'the outdoor air damper does not move, confirmed the following items:

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

screwsorboltsaretight.............,,.................................u...........................O @ O

*  Moving parts are free of impediments (g.g., TuSt, COITOSION) ovveeeennnnnnd) O @ O
*  Electrical wire or pneumatic tubing connects to the damper actuator.....{ ) (o) O
+ The outside air thermostat(s) is functioning properly (e.g., in the right

location, calibrated COTTECHY) oo O @ O

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

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

ACTOSS LEIMHIALS L1t et et sr s et a0 O @ O

OR

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

EEEDTIRL s ssosmm s s 5 T 35 O @ O

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

Automaticres e e P SIS s mpar s e R S 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 iripped. 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

e W @ O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SEENE .ooiviiieeeiccc e @ O O

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

|OEALBPACTICES sonmmmsommsn st o e R b o e ettt e A 0 e e O 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 ......] O @ O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............ | O 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 amount 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 relicf fans)
that move outside air indoors continuously operate during occupied Yes No N/A
hours (even when room thermostat is 8atisfied) ..ovviviiecieeeeeeecccrr v

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

4. AIR DISTRIBUTION

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

PErfOrm a8 TEQUIFET ...o.vveviviieececee et e O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ... @ O

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

4c. Made sure every accupied space has supply of outdoor ajr {mechanical
system or operable windows) @ O O
4d. Ensured that supply and return vents are open and unblocked ...oooovoveveeennnnn. @ O O

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

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

CLEE o ]| R a— O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population ChANEES .o e e se e @ O
4g. Moved all barriers (for example, reom dividers, large free-standing

blackboards or displays, bookshelves) that could block movement of

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

BCUVIEIES 4itsivirinnrnenssnsmssansonsssisiossansesssnmsinssssensersssssmssssessssssssensnsasssamnsasssaserssnssesnd O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
Srmrsupple TErPINATE oo A R ) @ O O

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutants, the ventilation system is destgned 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 openings) O @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a, Checked (using chemical smoke) that air flows into exhaust fan grilie(s) ....| O

If fans are running but air is not flowing roward the exhaust intake, check for the following:
* [noperable 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
Sl e ) SO —— 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 lowing toward the exhaust fitake ..o, O @ 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 ..........o.ocoovveini O

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

e il I O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unijt

e T OOV e IO Ty s R A e emegmaseanmesmemppars s el O @ 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¢) ......... O @ O

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

levels I Pable boovrrrmmms s e i e sens e smssersssn e tasegs) O @ 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 it Table 1. O @ O

NOTES
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Thomas Verville

Name:
School: Griswold Middle School
Unit Ventilator/AHU No: RTU_12
band room 3-11-258

Room or Area:

Signature: %}"}’LM VWL&*&%

Date Completed:

1. OUTDOOR AIR INTAKES

la. Marked lecations of all outdoor air intakes on a small floor plan {for Yes No N/A
example, atireiesuapedlvarplam)m g
b, Ensured that the ventilation system was on and operating in “occupied”

D 0 ke nammrmgs s amss s sastams i gL e e 5 8o R o S S A @ O O

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

0 GoTRI ) USROS -, @ O O

ld. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently BIock a1 INtAKE) ..vvvvvercrr i eseceeenerss ® O O

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

docks, and busslding AIeH i e R T @ O O
1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

air-conditioning COOlNE tOWEIS) ..o vivvrerirereeeeeer e eeecsaete e ssses s eeee e @ O O
lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) .occovvecrinivnnnd! @ O O
ACTIVITY 3: AIRFLOW
1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
li. Confirmed that outdoor air is entering the intake appropriately .................... @ O O

2. SYSTEM CLEANLINESS

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

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

blowing doWnSTIEaIN u w e smem sy s R s @ O O
2c. Vacuumed filter areas before installing new filters ..o @ O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

Aoty et BLer cusomssmnsvaams s R R T @ O O

Ze. 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 Yes No N/A
ACCUIMUIALITIE) oot s eee e st e et

QO
P L e R—————————————
®

2h. Checked drain pans for mold and mildew ....oooooeeooreeecevee e

ACTIVITY 6: COILS
21. Ensured that heating and cooling coils are clean .........cccooeoviivvercsrinrosnnn] 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) 18 1A wvovivveceeeresisrseeeesvern, % O 8

2k. Ensured that ducts are ClEam .......occcorriiesieeserevisosees oo seo e

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

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
oy ont R et M T ——————————————————— @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

FOF OCOUPANES 1.1ttt O O 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) ........co.ooieennnns) @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position .........oocovivein.l) O
A e T T —————————— O

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

NIGH/WEEKRIA USEY oottt e @ O 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 ..........c.covevrvernn) O O @
3b. Checked that the line dryer prevents moisture buildup .......ooooovoceovevveecrernn, O O @

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

blow down the 1K} vvviieiiii it e O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no Teakage or ODSIUCHIONSY w.ovvirviririiiiiics et e tons s O O @

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

FOU ISPECLION ..o O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range .........cocovcemevernen.). O O

NOTE: It is necessary to ensure that the damper is operating properly and within the normal
range fo continie.




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 Randier ... O O
3o. Checked that the outdoor air damper opens (at least partiaily with no delay)
when the air handler is turned on O @ O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

tHErMOSTat 18 58E 10 B5OF ...vvisernrerossiomimammsmssvmmmmmssassrssomsmsmsisssismsssiaraviii) O O

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 is $et €0 45°F Lo O @ O
Jr. Ifthe outdoor air damper does not move, confirmed the following items:
* The damper actuator links to the damper shaft, and any linkage set
SEEEWSTOE DOITS A0 TR s s s s s cans s semenes O @ O
* Moving parts are free of impediments (e.g., rust, corrosion) .................! O @ O
*  Electrical wire or pneumatic tubing connects to the damper actuator....,.. O @ O
*  The outside air thermostat{s) is functioning properly (¢.g., in the right
location, calibrated COrretlly) ..o O @ O

Proceed to Activities 13-16 if the damper seems (o be operating properiy.

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

AETOSTTEENTITIATS v sena s ronus s st s s 8 e S PO P O @ O
OR

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

T ) O @ O

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

AutomMatic re8et fTERZE-STATS ...viiiis it e irs sttt sas e sae et rseaeaed 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 ATR THERMOSTATS

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

T O 0 EIRE T S n s s s s s i A SRR A e e @ O O

3w. Ensured that the mixed air stat for coeling mode is set no lower
thau the room. hermosfabEeliing ..commmnsss s esymeimvna @ O O

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

10CA] PrACHICES wiviritivricrcicrniciieciis s sre v s eresarserees st ce e e O @ O

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

3y. Checked that sensor on the economizer is shielded from direet sunlight ,...... O O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............ O 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 amount of outdoor air based on outdoor temperature
and humidity level.



3. CONTROLS FOR OUTDOGOR 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) O O

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cvele 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

B2 £ Y oy 101 {2 O S ——— O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUNCtioning ......ocooevevevevroccnrvinnsieieninna.d @ O

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

dc. Made sure every occupied space has supply of outdoor air (mechanical

system or operable windows) @ O
4d. Ensured that supply and return vents are open and unblocked ....................(8) () O

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

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

At SUPRlY e R S B e s e O O @
4f. Modified cxisting HVAC systems to incorporate any room or zone layout

and population Changes ... O O @
4g. Moved all barriers (for example, roon: dividers, large free-standing

blackboards or displays, bookshelves) that could block movement of

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

activities @ O O

41. Ensured that classrooms are free of uncomfortable drafts produced by air

from supp]ytelmmafs@ O O

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE. To prevent infiltration of owtdoor pollutants, the ventilation system is designed to
maintain positive pressurization in the building, Therefore, ensure that the system, including
any exhaust funs, Is operating on the “occupied” cyvele 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,

HO0T JOINES; DIPEOPSIINESY wocrveovmmenvinonsims s raiss s s v O O

5. EXHAUST SYSTEMS

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

AEEENE SUEE S e mrr e S T T S B T 00 O O

Stand ouiside 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 .....cooiiiiiiiiinenn, O @ 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 ..c.oeovveere v iescininnn, O

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

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

D s S T B T S T S e e S T S B S et O @ O
6b. Calculated the number of cccupants served (22b) by the ventilation unit

At CONMSIATERION v ovmrsvsmn e mimmimsss s i ssassoms sestess s R s s e O @ O
6¢. Divided outdoor air supply (224) by the number of occupants (22b) to

determine the existing quantity of outdeor air supply per person (22¢) ......... O O

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

lowets 100 BB 1| o somemmomsinsssomsssmsrsntnsmesmisges s s e s s s S S O @ O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
thie teconimended levels i Table | ovsawmmnmmrms e s O @ O

NOTES







Ventilation Checklist

Wi Thomas Verville

School:  Griswold Middle School
RTU_13

Unit Ventitator/AHU No:
cafe

Room or Area:

Date Completed: 5-11-25

omaa vernile

Signature:
Instructions
1. Read the JAQ
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. exampizin Blreesoap e oo Blami. e O O

1b. Ensured that the ventilation system was on and operating in “occupied”

2. Keep the T B s e T e S T L T S S R @ o O

Background
Information and

make a copy of ACTIVITY 1: OBSTRUCTIONS

this checklist for le. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
each ventilation D B e I e e T e e R A S S R o @ O O
unit in your school, 1d. Installed corrective devices as necessary (e.g., if snowdrifts or Jeaves
as well as a freauently Bloek sipiitake) oo srmsymsal] @ O O
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
3. Complete the le. Checked ground-level intakes for pollutant sources (dumpsters, loading
Checklist. docks; and busAdlinEEaTEaSY wesimimemm s tontcnssssns sy asmsssasssssastsasmssarmes s s @ O O
1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
+ Check the "yes,” toilet, or laboratory exhaust fans; puddles; and mist from
:no,” . ., Sip-comnditRinEOnlING TOWEr S s o OO
bn otbappélcableh lg. Resolved any problems with pollutant sources located near outdoor air
it:; . ?;'Hi;?c intakes (e.g., relocated dumpster or extended exhaust pipe) ..o @ O O
response
requires further ACTIVITY 3: AIRFLOW
attention.) 1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
e 1i. Confirmed that outdoor air is entering the intake appropriately .................... @ O O
in the “Notes”
section as 2. SYSTEM CLEANLINESS
NeReEssRlY: ACTIVITY 4: AIR FILTERS
4. Return the checklist 2a. Replaced filters per maintenance schedule ... @ O O
portion of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the BIOWING AOWIESIEEAITY «.veveverereeierice s scscssenss e ssasereeet et snaess sesesasesererensanssrnssnraned ® O O
IAQ Coordinator. 2¢. Vacuumed filter areas before installing new filters. i O O

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

ROUITCE) EIEEDIT FTE uuimnrassns s ssionsionsnsnsi s 555360 50 0 0 S A S A s 7 @ O O

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 Yes No N/A
ACCUMUIAING) oottt ettt

2o, welemed dEai] PIS umemermsm osmmem i T et semsngeasa)

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

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ..o @ 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 ... 8 O 8

Qi Ensvredithatdiicts MEElEH me e s e T s TG o

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

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and supplies ..o, @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

O OBINDITIES conartouonnininssscmoysrssssiosas e ssmse i e 05 A RS @ o O

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) v iviinicennd @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position ..., O O
3e. Set time clocks apProPTIately v e e @ O

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

DIV CTBIE ISR s oo R S SR P @ O O

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

occupied (day) setting and the unoccupied (1Hght) SETNG vl O O O
3h. Checked that the [ine dryer prevents moisture buildup ..o, O O @
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

blovwdown theanle) s s o i i i aseparesssse s aresp sttt srsapngh O O @

3j. Set the line pressure at cach thermostat and damper actuator at the proper
tevel:(no leakageorobstruetions) w.cwssmmmmsm o s, O O @

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

TOTANSPEEIINI waumessswmnstsnensnmus vasesso ts0s 5003 0580 T DRSS @ O O

3m. Ensured that ajr temperature in the indoor arca(s) served by each
outdoor air damper is within the normal operating range ... O O

NOTE: Itis necessary to ensure that the damper is operating properly and within the normal
range fo confinue.




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 ... rssdd O @ O
Jo. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is turned On ... @ O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thetrmostat 15 56t 10 85%F ..iiiiiiiiiii i e ereeeeees e O 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 ajr thermostat is set to 45°F i O @ 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
ECEE I o oTo) £ 535 1l 31 1| SO O @ O
*  Moving parts are free of impediments (e.g., rust, corrosion) .................... O @ O
*  Llectrical wire or pneumatic tubing connects to the damper actuator ..., O @ O

* The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COMTECHY) .ovnvimmniieiiceiissrere oo O @ O

Proceed fo 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 EBFMITALS .o e O @ O
OR

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

] s i nes o mnomsmmnsn s sgmmenspmssmpsnssmansn s smmn st s S TS5 O @ O

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

automati oS e b e eESIALS e e S e T B R O @ O

NOTE: HVAC systems with water coils need protection from the cold. The freeze-stat may
close the outdoor air dumper 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

thami65E s T @ O O

3w, Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SEHNE oo erene e @ O O

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

loeal PrACHIOnS wungma e S T es e msssmemp e s cnna] O @ O

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

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

DEERONT ASEROQUITE . cvrans vews s mmswmrmamenassss srvrmssivaoss 558 5953337 8 VRO TS TS S O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ........oooccoceennronerornneseenenn.. 4 ® O

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

dc. Made sure every occupied space has supply of outdoor air (mechanical
system or-opetable windows): o s mummarsmm g mis i, @ O O

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

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

de. Modified the HVAC system to supply outside air to arcas without an outdoor

e T O @ O
4f. Modified existing HVAC systems fo incorporate any room or zone layout

and population ChANEES ...icvviciieiieie e s O @ O
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 ........ccoeveirinnnienineninsinnd @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

BCRIVITIES 1oy s apinsiomsisensaissi s snatemmoms s e s i 54 S AR 0 O O

4i. Ensured that classrooms are free of uncomfortable drafls produced by air
Fromyusupply tErmITIalS csmmmman s S A TS I i s srsel @ 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, doars, or other cracks and holes in exterior wall {for example,

floor Joints, PIPE CPERINES) - oot sieessi e e O @ O

5. EXHAUST SYSTEMS

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

{f fans are running but air is not flowing toward the exhaust intake, check for the following:
* [noperable 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 rooem from Yes No N/A
Lo at vt LA T ——

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

Sc. Ensured that air is flowing toward the exhaust intake ...o..ooovviviviiiiecieennn O @ O

ACTIVITY 21: EXHAUST DUCTWORK
5d. Checked that the exhaust ductwork downstream of the exhaust fan (which is
under positive pressure) is seated and in good condition ..o, @ O

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 suppifed (22a) to each ventilation

T — O @ O

6b. Calculated the number of occupants served (22b) by the ventifation unit

UNAET COBSIARTALION ..o.ooeiic e sse s rnans O @ 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¢) ......... O @ O

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

levels inTable 1o saear s O @ O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
the sseosmmended lovels @ TablE Lasuwmsncppmuossesmssassimang) O O

NOTES







Ventilation Checklist

L Thomas Verville

School: Griswold Middle School

Unit Ventilator/AHU No: RTU_14
2nd floor science ¢ building Dints Crompietsds 3.11-25

homaa vervile

Room or Area:

Signature:
Instructions
1. Read the /AQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background ) -
information for la. Marked locations of all cutdoor air intakes on a small floor plan (for Yes No N/A
this checklist. example, aifitesesvapelonrplan s e,

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

2. Keep the T et e T I 1 s L P P 8 A @ O O

Background
Information and

make a copy of ACTIVITY 1: OBSTRUCTIONS

this checklist for le. Ensured that outdoor ajr intakes are clear of obstructions, debris, clogs,
each ventilation 5 52 q ] e e — @ O O
unit in vour school ld. Instalted corrective devices as necessary (e.g., if snowdrifts or leaves
4 : g
as well as a3 frequently block an IMAKE) .ot @ O O
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
3. Complete the le. Checked ground-level intakes for pollutant sources (dumpsters, loading
Chec;:i)(iist. docks, and bas-idling areas) . smimmnisnsisssmssiss AT O O
Y Y If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
’ gheﬁk the “yes, toilet, or laboratory exhaust fans; puddles; and mist from
i e " ., AIT-CONdItiONING COOINE LOWETS) ..cvuvviveeiririieesessiesasieeeeeerseenesienseree e s s ONOK®
ek app icable lg. Resolved any problems with pollutant sources located near outdoor air
box beside each 2
item. (A “no” intakes (e.g., relocated dumpster or extended exhaust pipe) ..o @ O O
response .
requires further ACT IVIF.TY 3: AIRFLOW . . . .
attention.) Lh. Obtained chemical smoke (or 2 small piece of tissue paper or light plastic) @ O O
. Make comments li. Confirmed that outdoor air is entering the intake appropriately ... @ O O
in the “Notes”
section as 2. SYSTEM CLEANL‘NESS
necessary. ACTIVITY 4: AIR FILTERS
4. Return the checklist 2a. Replaced filters per maintenance schedule ..o @ O O
portion of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the DIOWING: AOWISERANY cvvoruscins masisssvsissvmsesintsisssven sissstssssbessessisiosssisasesryinssistions O O
IAQ Coordinator. 2¢. Vacuumed filter areas before installing new FIEETS ..o oeeeeceseesr s O O

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

avound)thesir tler e v s e ) @ O O
Ze. 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 Yes No N/A

ACERIRITANITITY . comemsosemsiosmnsrsssasorsssiosasssisessmsssns oiai e Tomsod Sivs SRR TR PSSR O O
B e T e L s T T o — (e) O 8

Zh. Checked drain pans for mold and mildew ..o () O

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are €lean ..o @ O O

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

(air-mixing chamber and fan biades) is clean ... O
O

ki Ensured-that ductS@argiClean s s i e s s 5t 5 s eraensssmansesnnasersses

ACTIVITY 8: MECHANICAL ROOMS
2]. Checked mechanical room for unsanitary conditions, leaks, and spills ......... @ O O

2m, Ensured that mechanical rooms and air-mixing chambess are free of trash,
chemical products, and SUPPIIES v e O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

T DCRUDATIES v o unossossmesmsn o ssmsems s i s VS50 S T4 @ O O

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) ......ooooveeeeeinienn) O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ...l 8 O 8
3e. Set time clocks appropriately ot

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

NIGHEWEEKEINL USE) 11vveieieiiiciis it e evss et a et @ O O

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

occupied (day) setting and the unoccupied (night) SEUIng .ovveevieeceecennand O O @
3h, Checked that the line dryer prevents moisture buildup oo O O @
3i. Replaced control system filters at the compressor infet based on the

compressor manufacturer’s recommendation (for example, when you

DEOWAOWIT TS LK et s 0 tinals Eramoes smsmgnss s amspases sgnmmsns smesremssaes, O O @

3j. Set the line pressure at cach thermostat and damper actuator at the proper

lével (np leakagerorobstaeiions) srwmsnamnmeamrenmmmmsssas oo O O @

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

LT S UNT— O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range...........covevevreeen) O O

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 ..o O O
3o. Checked that the outdoor air damper opens (at least partially with no delay)

when the air handler is turned 01 .o O O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

tietostatinsdlio BEF | mmmromscmmmenmmmssssscsmmes e s s s e O O O

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 is set £0 45°F L..ooiiriiicnencennnnsd O @ 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 ot bolts are tight O @ O
*  Moving parts are free of impediments (e.g., rust, corrosion} ,................. o @ O
* Electrical wire or pneumatic tubing connects {o the damper actuator ... O @ O
* The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COrTEOtlY) ..o reee e O @ O

Proceed io 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

BCEOSS LCIMBALS. vorvrcvosivmmemsmssiammm e s R T S BT RETT O @ O
OR

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

213110 | T U SO S O @ O

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

automatic 18t fEeeZe-STAIS ..ot bt O @ O

NOTE: HVAC systems with water coils need protection from the cold, The freeze-stat may
close the oufdoor 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

T T — O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
thanithe roontthermostab seting wr s nmem i a s s @ O O

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

[0CA] PIACTICES 1.viieiiieieitiii et ere ettt eeer et st enrareeereeaeesd O O

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

3y. Checked that sensor on the econonizer is shielded from direct sunlight ......! O O

3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specif'ications...........O 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 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 during occupied Yes Mo N/A
hours {even when room thermostat is satisfied) .......ocoovoveenenneecrresers e

NOTE: If fan shuts off when the therinostat is satisfied, adjust contral 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 reqUiTed ..ot oottt er e ares) O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between. roomis-and corridorsars FMEtIOTINE s s s s, @ O

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

4c. Made sure every occupied space has supply of outdoor air (mechanical

system oF Operable WINAOWS) ..o eeeresen e e esssseseeese @ O O
4d. Ensured that supply and return vents are open and unblocked ..o @ O O

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

d4e. Modified the HVAC system to supply outside air to areas without an outdoor
4f. Modified existing HVAC systems to incorporate any room of zone layout

and population Changes .o ] O @ O
dg. Moved all barriers (for example, room dividers, large free-standing

blackbeards or displays, bookshelves) that could biock movement of

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

ACRVINEY o B IR B asssesmacsssppseionsas o s s s e g @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
R R ol Ui 1T ——————— . @ O O

ACTIVITY 18: PRESSURIZATION N 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 opemngs)o O

5. EXHAUST SYSTEMS

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

If fans are running but air is not flowing toward the exhaust intake, check for the following:
+ [noperable dampers
o Qbstructed, 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

AQJACEIIE SPACES -..oveverrrrarirre et st ee et ssass et s e s te s e ssesseeeraresereessanes 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 ™).

Sc. Ensured that air {s flowing toward the exhaust intake ..o, O @ O

ACTIVITY 21: EXHAUST DUCTWORK

5d. Checked that the exhaust ductwork downstream of the exhaust fan (which is
ander positive pressure) is sealed and in good condition ........ccoooevieevivennnn @ O

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

Ga. Measured the quantity of cutdoor air supplied (224} to each ventilation

1 O ® O

6b. Caleulated the number of occupants served (22b) by the ventilation unit

BT TN CEION, couscamsrmmmsmmsssn ormsssmims o S S R R 17 O @ 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¢) ......... O O O

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

lesels T Tabler L mumssmmmsessmmmonmssmmsrmms o O @ 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 [ ..o @ O

NOTES







. Read the /AG

. Keep the

8

4.

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 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.

Ventilation Checklist

Name: Thomas Verville

School:  Griswold Middle School

Unit Ventilato/ AHU No; X1 9=15
head end room Date Completed;

eomaae verwile

Room or Area: 3-11-25

Signature:

1. OUTDOOR AIR INTAKES

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

1b. Ensured that the ventilation system was on and operating in “occupied”

0L —————— @ O O

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

DEOVCTE o b o s s e e SR A R RS @ O O

Id. Imstatled corrective devices as necessary (e.g., if snowdrifts or leaves

T TR R —— ONON®,

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

docks, and bus-1dlIg ATEASY ..occeieiiivvreiiies e eeanadd @ O O
If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

acondifioningonoling lOREr )i T T @ O O
lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) ..o.ovevvivcveninn. ] @ O O
ACTIVITY 3: AIRFLOW
lh. Obtained chemical smoke {or a small picce of tissue paper or light plastic) @ O O
li. Confirmed that outdoor air is entering the intake appropriately ................... @ O O

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ..., @ O o
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

DIOWING OWNSEICAM)} ..ouviviiriveveee e e e et ries e aeena, @ O O
2¢. Vacuumed filter areas before installing new FiEErs ..o @ O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the air FIEET .. .ooviivi et

2e. Confirmed proper mstallation of filters (correct direction for airflow)......... O O



2. SYSTEM CLEANLINESS (continued)

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

ACCUIMUIALNG) i) O O
22, “Cleaned drain pans s s s 5w s S i s ] (®) O
2h. Checked drain pans for mold and mildew ..o (o) O
ACTIVITY 6: COILS
21, Ensured that heating and cooling coils are clean .....ovoveiiieievsereeenns) @ 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 .......ocooevviviveceveiiiencsies s, % 8

2k. Ensured that ducts are CIEAN ....ooivoisiierio e s ies it es e s et e s e oo eeeeeee

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

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, afid SEPPIIER s e S @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

FOT DCCUPANES 1.t ss bbb et n s @ O O

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) ..o @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct Position ... vccsnenns) O O 0
Je. Bertimeclocks QPPrOPHIAtElY s s E s A i smsssssesstre] @ O O

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

T e R SO ® O | 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 ......ccococvevivrnnne. O O @
3h. Checked that the line dryer prevents moisture buildup ......o.ooovisiiiiiiinocnnna: O O @

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

Dlovtonm the TNk msimsms s i S s amsnssss e s ess s O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper
level {no leakage or 0bSIUCHIONS) ...cviiiiiicerre s el O @

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

0L L U RS TR—— O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating Fange ..o @ O O

NOTE: It is necessary to ensure that the damper is operating properly and within the normal
range o continue.




3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

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

of shutting off appropriate air RANdIET o d O @ O
30. Checked that the outdoor air damper opens (at least partially with no delay)

when the air handler 1S tred ON .o e O O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

theEmostatisBEte BO°E memmemaee e g O @ O

3q. Hin 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 ... d GRO) O
3r. Ifthe outdoor air damper dees not move, confirmed the following items:

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

SCTews OF DOlts are tZhL oot e O @ O

*  Moving parts are free of impediments (e.g., rust, corrosion) .....o............] O @ O
* Electrical wire or pneumatic tubing connects to the damper actuator ....... O @ O
* The outside air thermostai(s) is functioning properly (e.g., in the right

location, caliprnted Corretly Vs mmnmmessra s s e sanane) O @ 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 OB LT TR IS 50 et s mmeness s S R LR A AR A O @ O
OR

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

T e R I e e I e O @ O

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

aUEOMALG TeSEt ATEEEEStATES .o csvses i orsmarminss o or e T RS T S 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

VI S 2 s ssscimsssaesso s s S S S e O O O

3w, Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SEIING covviveriveeieee e ere s sneae @ O O

ACTIVITY 15: ECONOMIZERS
Ix. Confirmed proper economizer settings based on design specifications or

[onAlIRABIIEES a2 O @ 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 .,....| O @ O
3z. Ensured that dampers operate properly {for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications...........! O O

NOTE: Economizers use varying amounts of cool outdoor air 10 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 ouidoor 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) ..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 reqmrcdo O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between rooms and corridors are fUBCHONING «.oocvvevreveeri i) @ O

NOTE: If ventilation system is closed or blocked to meet 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) @ O O
4d. Ensured that supply and return vents are open and unblocked O O O

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

de. Modificd the HVAC system to supply outside air to areas without an outdoor

BIE SUPPIY coeiieirirerer ettt e st ae ettt sn et es e s e eeen) O O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population ChANEES s amamsam s A S T s nens O @ O
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 O
4h. Ensured that unit ventilators are quiet enough to accommeodate classroom

ARHINITES vovsossasmisesmses s s TS A P T ST B O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
from supply termiNals .. ..o @ 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 example,

floor JOInts, PIPe OPENIIIES) ..ottt e eeee e O @ O

5. EXHAUST SYSTEMS

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

Lot SO S S S ———— O 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 ......ooovvveveveeiresvesrcoennnn, O @ 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 ... O

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

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

UTHE Lo riirrtinsis s s s e s st O @ O

6b. Calculated the number of oceupants served (22b) by the ventilation unit
L . O (® 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¢) ......... O @ O

ACTIVITY 23: ACCEPTABLE LEVELS OF OUTDOOR AIR QUANTITIES
G6d. Compared the existing outdoor air per person (22¢) to the recommended

lgviels #07 TabIE Luznersmmmrepmespnnmmmmm s s e R T O @ O
Ge. Corrected problems with veatilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
the recommended fevels i Table 1., O @ O

NOTES







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.

3. Complete the

Checklist.

* Check the “yes,”
“ovel o
“not applicable”
box beside each
item. (A “no”
response reqguires
further attention.)

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

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

Building and Grounds
Maintenance Checklist

Name:
School:

Room or Area:

thomas verville

griswold high School
building wide DeteClompleted; Eiod72y

homaa vervibe

Signature:
1. BUILDING MAINTENANCE SUPPLIES
Yes No N/A

la. Developed appropriate procedures and stocked supplies for spill control ..., @ O
[b. Reviewed supply TABEIS .......cvcemeriemssiisssississessorsmmeeesseeessssseesessessssssesssessssessees ®© OO
le. Ensured that air from chemical and trash storage areas vents to

T8 OULAOOTS 111ttt ettt et et et s s eereenesaereastereesrevrestesrssrravresenea] (:) (:) (:)
ld. Stored chemical products and supplies in sealed, clearly fabeled

O L LT aE . @ O O
le. Researched and selected the safest products available ... @ O O
If. Ensured that supplies are being used according to manufacturers’

e L T e T W . O O
lg. Ensured that chemicals, chemical-containing wastes, and containers are

disposed of according to manufacturers’ INSEIUCHONS wvovevvvvverrre e @ O O
Th. Substituted less- or non-hazardous materials (where possible) ......c....coer..d @ O O
li. Scheduled work involving odorous or hazardous chemicals for periods

when the school 15 INOCCUPIEd ..o i O O
1j. Ventilated affected areas during and after the use of odorous or

hazandeis PRENTOHIS susvmamme i s s RS e nsspsnspnsss) O O
2. GROUNDS MAINTENANCE SUPPLIES
2a. Stored grounds maintenance supplies in appropriate area(s) ..o, @ O O
2b. Ensured that supplies are used and stored according to manufacturers’

T S T UIEENIES et s A U S TR ST S O O
2¢. Established and followed procedures to minimize exposure to fumes

fORBERERPHES wmmwmrremra s s e @ O O
2d. Reviewed and followed manufacturers’ guidelines for maintenance ..............
2e. Replaced portable gas cans with low~emisSsion Cans......oceoeierceiiirinn)
2f. Stored chemical products and supplies in sealed, clearly-labeled

EEVIEEIIUETS cnmmcnssee s s 5o 4353555 S P N SRS O O
2g. Ensured that chemicals, chemical-containing wastes, and containers are

disposed of according to manufacturers’ inStructions . ....c.oovoveveeevscrreenrennn, @ O O
3. DUST CONTROL
3a. Installed and maintained barrier mats for entrances .o @ O O
3B Used higheefficicncy vattui BIEs «asmmsmsammsmmiasmmsmasmim] O O
Jc. Used proper dusting teChiligUES ...ovvveivveieeccive et et O O
3d. Wrapped leather dusters with a dust €loth i O O
3e. Cleaned air return grilles and ait SUPPLY VEIES .vv.ooveveierreersereseeereesseeesesneesions O O



4a,
4h,
4¢,

3a.
5b.
S

6a.
6b.

6c,

6d.

be.

61,

7.

Ta.
7h,
it
7d,

8.

Sa.

FLOOR CLEANING

Established and followed schedule for vacuuming and mopping floors .........
Cleaned spills on floors promptly (a8 NECESSArY) .ovvvivvvicicicccriie e,
Performed restorative maintenance (88 NECESSATY) .oivmvvriievorissrreeesireenend

DRAIN TRAPS

Poured water down floor drains once per week (about 1 quart of water)
Ran water in sinks at Jeast once per week (about 2 cups of water) ................
Flushed toilets once cach week (if not used regularly) ..ol

MOISTURE, LEAKS, AND SPILLS
Checked for moldy 0dors ..o, @ O O

Inspected ceiling tiles, floors, and walls for leaks or discoloration {may

indicaterperiodic leaksk. o snmmsnmmsmmersremmsr T @ O O

Checked areas where moisture is commonly generated (e.g., kitchens,

locker rooms, and BathrOOmMS) «..vvvivmirr et @ O O

Checked that windows, windowsills, and window frames are free of

53013 (S0 T2 R T —— @ O O

Checked that indoor surfaces of exterior walls and cold water pipes are

free of CONAENSALE 1ot s @ O O

Ensured the following areas are free from signs of leaks and water damage:

Indoor areas near known roof or wall 1eaks ...oooooeerviiiiececeeecce e, O
(@

Walls around lealey orbroken windWsi s mssnnarss s
Floors and ceilings under plumbing ...oc..ocoooooroiiviieooes et e e e
Duct interiors near humidifiers, cooling coiis, and outdoor air intakes .........

COMBUSTION APPLIANCES

Checked for odors from combustion appliances ..o (o)
Checked appliances for backdrafting (using chemical smoke)}..coooovovvnennn) .
Inspected exhaust components for leaks, disconnections, or deterioration ... {®)
inspected flue components for corrosion and SO0t ......ovviciececeecee (®

PEST CONTROL
Completed the /ntegrated Pest Management Cheeklist...........ccooiciviiinnn @ O O

NOTES

there are some stained ceiling tiles




Walkthrough Inspection Checklist

thomas verville

Name:

griswold high school
building wide Date Completed: _2-24-25

omae vaerwile

School:

Room or Area:

Signature:

1. GROUND LEVEL

Instructions Yoy Mo Mgk
la. Ensured that ventilation units operate properly .o, @ O O
1. Read the /AQ 1b. Ensured there are no obstructions blocking air intakes.............occoooeveeeninns ® OO
ngcg% r&;?gﬁ;gnd le. Checked for nests and droppings near outdoor air intakes ........cccovviveeriinnns @ O O
l§f6imatiandar 1d, Detcrmin?dl that dumpsters are located away from doors, windows, and
this checklist. outdeor air mtal‘ws TN e s @ O O
le. Checked potential sources of air contaminants near the building
2. Keep the {chimneys, stacks, industrial plants, exhaust from nearby buildings) ............ @ O O
Background [f. Ensured that vehicles avoid idling near outdoor air intakes ..........c.cocovvevenenn! ONORO)
:Tni?(remaazlgn a;fd lg. Minimized pesticide application ...c...oviiiiciircceieers et sesneneens ONORO®)
the Checklips\'{ for 1h. Ensured that there is proper drainage away from the building (including
YT S— ' roof downspouts') ............................................... s e @ O O
i, Ensured that sprinklers spray away froin the building and outdoor
3. Complete the QT TTIAKES .o seeese e sesseeeeseeessess s res s sesssss s sesssss s ® O O
Checklist. 1j.  Ensured that walk-off mats are used at exterior entrances and that
+ Check the “ves,” thiey arereleaned oAl e R e st @ O O
"o, or
“not applicable” 2. ROOF
box beside each
item. (A “no” While on the roof, consider inspecting the HVAC units (use the Ventilation Checklist),
response 2a. Ensured that the roof is in g200d CONGIION .oviieiiiieeeci e @ O O
;??;::iisnf? rther 2b. Checked for evidence of water ponding .........cccooevviioiciicie e % 8 8
’ 2¢. Checked that ventilation units operate properly (air flows in)......ccoeer i
+ Make comments 2d. Ensured that exhaust fans operate properly (air flows out) ........cccoocoveecrinnd! ONOR®:
in the “Notes” 2e. Ensured that air intakes remain open, even at minimum setting .................... ® O O
;ee?:zg?afs 2f. Checked for nests and droppings near outdoor air intakes .........cccveveeenine, @ O O
L 2g. Ensured that air from plumbing stacks and exhaust outlets fiows away
4, Return the checklist from outdoor air IBAKES ..o s @ O O
portion of this
document to the
IAQ Coordinator. - sl

3a. Checked for evidence of roof and plumbing [eaks ...cocoovervinnvniorinienennn) O O
O®

.. Checked for birds and anlmdlnestemmensmmseampnsss O

4. GENERAL CONSIDERATIONS

4a. Ensured that temperature and humidity are maintained within

AGCEptABlEANPES e e .
4b. Ensured that no obstructions exist in supply and exhaust vents .................... |
de. Checked 10F OIS s S e e T S e
4d. Checked for signs of mold and mildew growth ....c.oeevivveiiiiececcc v @




4. GENERAL CONSIDERATIONS (continued)

Yes No N/A

de. Checked for signs of water damage .....coooooieiviin i, @ O O
4f. Checked for evidence of pests and obvious food SOUrces .........covcvirciiiiiinn! @ O O
dg. Noted and reviewed all concerns from school occupants ..o @ O O
5. BATHROOMS AND GENERAL PLUMBING
5a. Ensured that bathrooms and restrooms have operating exhaust fans ...........] @ O O
5b. Ensured proper drain trap maintenance:

Water is poured down floor drains once per week (approx. 1 quart of water)

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

Toilets are flushed at least onCE PEr WEEK ©v.v.ivvieieiniensecierereeees oo enenens ® OO0
6. MAINTENANCE SUPPLIES
6a. Ensured that chemicals are used only with adequate ventilation and when

building is BNOCCUPIE ...ovvveiie it @ O O
6b. Ensured that vents in chemical and trash storage areas are operating

B T I s T R S TR ¥ e mman st i s s @ O O
6c. Ensured that portable fuel containers are property closed i @ O O
6d. Ensured that power equipment, like snowblowers and lawn mowers, have

been serviced and maintained according to manufacturers’ guidelines.......... @ O O
7. COMBUSTION APPLIANCES
7a. Checked for combustion gas and fUel 0dors ..o
7b. Ensured that combustion appliances have flues or exhaust hoods..................
7c. Checked for leaks, disconnections, and deterioration ..........ccvvivvserircrnsernnnn. ® O O
7d. Ensured there is no soot on inside or outside of fiue components .................. @ O O
8. OTHER
8a. Checked for peeling and flaking paint (if the building was built before

1980, this could be & lead hazard) .......c.ccoovecoveoesoseseoececeseeeessasssssssessses s ® OO
8b. Determined date of last radon teSt ..o @ O O

NOTES




Waste Management Checklist

Name: 1 homas Verville
Schoo:  @riswold high school

Room or Area; building wide Date Completed: 2-24-25
Signature; %W V‘W&%

| . 1. WASTE MANAGEMENT

nstructions Yes No N/A
la. Ensured that waste containers are appropriate for use (for example,

L. F;zii *L‘;u’ff‘dgr i food waste containets should have [ids) -..........coooooeroersccen® O O
- B%ckgroun d 1. Ensured that waste containers are lned ..o @ O O
[EEHEE G FOE ic. Ensured that waste from art, science, vocational classes, etc., are
this checklist. handled separately ........................................................................................... @ O O

[d. Labeled recycling Bins ClEarly v errmeeeceessrsesrsessermsseessesssessseeemensed ®© O O

2. Keep the le. Ensured number of bins and dumpsters is adequate ... v ccccscinierenn) @ O O
Background ; : : e
(BT RatidE didt 1f. Ensured appropriate location of dumpsters (i.e., away from air intakes,
make a copy of doors, and operable windows in relation to prevailing winds) ......ocoieinnnd! @ O O
the checklist for Ig. Ensured waste containers are emptied regularly ... @ O O
future reference. 1h. Ensured appropriate waste removal schedule ..o ! @ O O

3 C lste:th li. Ensured waste is stored in a well-ventilated TOOM .ovvvvceeeenciines e @ O O

’ Cﬁ?cil?sf © 1j. Ensured any exhaust fans in the room are operating properly ..ol @ O O
' 1k. Checked waste storage areas for odors, contaminants, or signs of vermin..... @ O O
+ Check the “yes,”
“no,” or

“not applicable”
box heside each
item. (A “no” NOTES
response
requires further
attention.)

+ Make comments
inthe “Notes”
section as
necessary.

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







Instructions

1. Read the fAQ
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,”
“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.

Integrated Pest Mlanagement
Checklist

Name: thomas verville

School:  griswold high school

Room or Area: building wide Date Completed: 2-24-25
Ignature:

1. OFFICIAL POLICY STATEMENT

2a.
2b.
2e.

2d.

Ze
21

3a.

3b.

4a.

4b.
4¢.
4d.

de,

4f.

Yes No N/A

pestananaReMeniP Mmoo e o @ O O

DESIGNATING PEST MANAGEMENT ROLES

- Developed or located the school’s official policy statement for integrated

Assigned and frained a qualified person to be the pest manager.................... @ O O
Involved decision makers in the IPM Program .....o.oooveeeevovieecee e @ O O
Educated students and staff {(the occupants of the building) about IPM

and asked them to keep their areas clean and free of clutter .....ccoocvveeenninnnl) @ O O

Encouraged parents to iearn about IPM practices and implement them

A o e e o e e e e o @ O O
Developed a program to educate and train all [PM participants ........c........... @ O O
Ineluded fanguage about IPM into contracts with pest management

setioin ol RIS R S e O O
SETTING PEST MANAGEMENT OBJECTIVES

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) ...occcoveiciieeciinnnn. @ O O
Set appropriate pest management objectives for school grounds (such as
providing safe playing areas and the best athletic surfaces possible) ......... @ O O

INSPECTING, IDENTIFYING, AND MONITORING

Inspected ali buildings and grounds for pest evidence, entry points,

food, water, and harboTAZe SIHES v e er s @ O O
Identified potential pest habitats in buildings and grounds ..o @ O
Pinpointed the source of any current pest problems ......cococcrnvvrisrnerirnininn) @ O

Monitored to determine the extent of pest problems and to estimate pest

119151 R 1 S S S — @ O O
Developed plans to modify habitat (for example, exclusion, repair, and

sanitation efforts) to prevent or resolve any pest problems ....ococceeveveveiinnnd @ O O
Established a monitoring program that consists of routine inspections to

estimate pest population levels and identify evidence of pests and

POLETIHAL RABTEAL ......oovveooeee e eeecscomsr s eesseseseeeesseseseeessss s O O



5. SETTING ACTION THRESHOLDS

5a. Evaluated all available data obtained through inspecting, identifying, Yes No N/A

AN MIONFLOLIIG 1ottt sse s rts) O O

5b. Determined how many pests the school butidings, grounds, and

fereTo1at ok 301 koitors 0B o] 1 £ ARSI | @ O O
Sc. Set action thresholds (e O O

6. PREVENTIVE STRATEGIES

INDOOR SITES
6a. Implemented appropriate strategies to prevent pests from inhabiting the following areas;
P ENIEYWAYS oottt sttt er s s ensrassrarsnr
S CTASSIDOMIS wwvasssmmmssvrmermsmes s oy S T T o e B T TR T ‘
® GYMIASILTIS 1.covveeiier et bbbt s s s sses s et e e rer s oo etscan :
GG o o SRR S O
# OHTICES oo e ettt eneran
Bt T O S ion s smmmsmms i e s s o T O DT S ) .
* BAthIOOMS oottt neenena .
* Food preparation and serving areas
* Rooms with extensive plUmbBIng oo e
o B T T AT B S s ooy T S T e P e e g

OUTDOOR SITES
6b. Implemented appropriate strategies to prevent pests from inhabiting the following areas:
* PlaYZIOUBUS (oo e e bbb ettt en e o
S € L1 ——
» Lawns and athletic fields ..o e \
rileaching parden s oD eI neme s s R ]
#Lonting: dOKS smwmmmmmmmenmmse e i R R B T
* DAUINIPSIEES 1ttt et s sse e s ss b b ersss s b b srtb e nen ) -
+ Areas with ornamental shrubs and £1888 ... :

7. PESTICIDE USE AND STORAGE

7a. Explored alternative pest management methods before concluding that

PESHICIAES WETC MEBCESSATY evvvveieeirieieieriiiev it eeeaes et srs oo @ O O

7b, Ensured that pest management professionals integrate 1PM into their
pEstManAZEMEntIethodSu rrmannmmnnm s s s @ O O
Tc. Identified the least toxic, target-specific chemical (or pesticide
formulation) that is the most effective to address the pest problem,

preferably as baitsand granules ... @ O O
7d. Reviewed and followed all iabel instructions on pesticides and learned
how to properly apply and handle these chemicals ..o O O

Te. Used spot-treatment (or bait, crack, and crevice applications) to apply

pesticides whenever possible and only treated the obviously infested

EHTES [GIG BHET ormmseiryo i imseme s sas o T N AR @ O O
7f. Used protective clothing or equipment when applying pesticides.........o....... @ O O

7g. Placed all pesticides in tamper-resistant bait boxes or locations that are
inaccessibie to children and non-target SPecies .. O O




inw:

n.

7o.
7p.

7q.

8a.
8b.

8c.

. PESTICIDE USE AND STORAGE (cont.)

. Locked or fastened lids of all bait boxes and placed bait away from the Yes No N/A

TETIWAY GHOIE DO s i e B B s O O

Applied pesticides when occupants were not present or in areas where

they would not be exposed to the chemicals ..o O O
Ensured that school occupants (students and staff) are notified of

upcoming pesticide applications through posted notices and/or letters.......... O O

. Ensured that parents are notified of upcoming pesticide applications

RO L ETRIRS s omsmemsorensesrmaiene e a8 e S A A ST @ O O

Kept copies of current pesticide labels and information on pesticides

e Lo o o @ O O

Stored pesticides off site or in areas that are locked and accessible only to
AesIZNALEd PEISOTIEL. ..\ it ivriieesrereeterers e vesare e sisrrbesresnessesnrrsssnssnrsvesssemsseenand O O

Ensured that storage areas are adequately ventilated and are located away
from areas prone to flooding or where spills or leaks may contaminate

tHEERVITORNE It renamrmms s s e T s O O
O O

Ensured that flammable liquids are stored away from ignition sources .........
Ensured that pesticides are stored in their original containers and all lids

T e e e L T T @ O O
Ensured that air in the storage space cannot mix with the air in the central

HEATTTE 15 1000 K £ OO SR S — @ O O
EVALUATING RESULTS AND RECORD KEEPING

Ensured that accurate, up-to-date records of [PM practices and a pest

management fog for each property are Kept .....ococcovciimnioinmcenan e, O O
Ensured that pesticide records necessary to meet all state, local, and school
board requireriients are waintained wormmaaspanrenemnin e O

Ensured that each log book contains the following items:

HCHHE ofalie pestMTARTeemEit Plilssurensnnrraisus s s mrs

» Service schedules for maintenance of buildings and grounds ... 8 8
T ERATeRIstered 1abels v s nnaninrn st (o)

* Current Material Safety Data Sheets (MSDS) for each pesticide project @ O O
= DOSt SHEVENTATIOE 0ata: St o i 0 e S R

* Diagram noting the location of pest activity, traps, and bait stations..........

NOTES







Ventilation Checklist

3.

4,
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Thomas Verville

Name:
School:  Griswold High School
Unit Ventilator/AHU No: 804

cafe Date Completed: 3-11-25

omaa vernie

Room or Area:

Signature:

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A
example; afirgeseape Hoorplan) wcsmmmmmmmmaspmmmemssnrs s O O
Ib. Ensured that the ventilation system was on and operating in “occupied”

D e e R A S RS ST AR @ O O

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

QU IONAEIRS st s o 4 4398 A S SO LS R s @ O O

Id, Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an Intake) .o.cieiisiieeeeeee e @ O O

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

dacks; and bus=tdlingareas) oo @ O O
If. Checked rocftop intakes for pollutant sources (plumbing vents; kitchen,

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

air-conditioning cooling TOWEES) ..viicieiercre e e, o O
lg. Resolved any problems with pollutant sources located near outdoor air

intales {c.g., relocated dumpster or extended exhaust pipe) ....coocororiovnnnnd @ O O
ACTIVITY 3: AIRFLOW
lh. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
li. Confirmed that outdoor air is entering the intake appropriately .......o.o.........! @ O O

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ... @ O O
2b. Shut off ventilation system fans while replacing fifters (prevents dirt from

blowing dOWRSHEANT) wumrresessscmmessmyy iy TS S @ O O
2c. Vacuumed filter arcas before installing new fIerS. .o O O
2d. Confirmed proper fit of filters to prevent air from bypassing ([lowing

Aot Al BT o crsssseepressovssoesmyma s S A S A SR ® O O
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 Yes No N/A

TECTRTOTATIIITY 1o evmsisonmmssomessssscomsssamssoss s s 88 S4B A T TP O O
2 B (et R L o1 o O
2h. Checked drain pans for mold and mitdew ..o (@) O
ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ... ) @ 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 ......oovivivnicocnoiieecreeeeinn) % O O

2k Ensured-that dirotsareRlont vorm s n i am s s e e se e s menmeensesniens)

ACTIVITY 8: MECHANICAL ROOMS
21, Checked mechanical room for unsanitary conditions, leaks, and spills ......... @ O O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and SUPPHES oo O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

i U e U — @ O

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) .......ooveeeereeeennn) @ o O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct posttion .......ccocoiviciriinn O @
3e, Settime clocks appropriately .o O O

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

168 o] AT o Tl 1T R U YD EUS S —— @ O 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 .......cc.ooeveveveennen, O O @
3h. Checked that the line dryer prevents moisture buildup .............oooovovovvvorvvnno OO0 @®

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

blow down the tANK) ...ooiriii it s s e O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper

levelioo leakageomobstiiBtions] o) O O

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inSpection ..o, @ O O
31, Ensured that the recirculating refief and/or exhaust dampers are visible

(101071551 0T-T o o SO OO @ O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ..........coceceeeeredd o O

NOTE: [t is necessary to ensure that the damper is operating properly and within the normal
range to continite,




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.......ooooiiiic O @ O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
whien thewir handler Barned Ol cennpanmasmpnrmae RS BT @ O

3p. Ifin heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thermostat i Set 10 85%F Lot O @ 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 et to 45°F .o O ® O
3r. Ifthe outdoor air damper does not move, confirmed the following items:
*  The damper actuator links to the damper shaft, and any linkage set
serewsarballs are tiEN o v s R T S e O @ O
+  Moving parts are free of impediments (e.g., rust, corrosion) ... O @ O
+  Electrical wire or pneumatic tubing connects to the damper actuator......! O @ O

+ The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COTTECIY) ..c.oiiiimiiciriciccrccne e O @ 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

i1 0 1 £ RS — O @ O

OR

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

FIPPEA 1 oveveveveeeenns e e O ® O

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

AItINATE ISl et Sl mmmnnrmnninnn s S 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 wipped. The typical trip
range is 33°F to 42°F

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

ThaTl B3 7F oot e et as s s erear s nr s @ O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than themtoomr thesmTaStabSetlNg s s e s a i) @ O O

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

LOCAL PRACTIOES ooieiireierer et et e e e e O 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 ......J O O @

3z. Ensured that dampers operate propetly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications...........] O 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 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) .......ococoeivecconerrss e

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

4. AIR DISTRIBUTION

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

PErfornt a8 FEQUITEH ...ovivcci e st resener e (®) O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ..o @ O

NOTE: [f ventilation system is closed or blocked to meet curvent 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 O
4d. Ensured that supply and return vents are open and unblocked .....o.oovcovveen.. ! @ 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.

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

o O O O
4f. Modified existing HVAC systems to incorporate any room or zone [ayout

and population changes O @ O
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 O
4h. Ensured that unit veatilators are quiet enough to accommodate classroom

L S S — @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
From supply EEMINEDS s R I e amssassessnasn ] @ 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 funs, is operating on the “occupied” cycle when doing ihis 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,

Hlres o in s PR R BIEE snoeussrnmoster s S A S S e O @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
Sa, Checked (using chemical smoke) that air flows into exhaust fan grille(s) ..... O O

{f 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 fun
* Broken fan belt




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

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

3b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

A A B e e e T 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 ....oocoovvvevviinovnininesnenind O @ 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 ..o O

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 @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

Under COnSTAETAION . o smmmsvenmmnsisssssmsnssssmsmamsw s SR O @ O
6e. Divided outdoor air supply (22a) by the number of occupants (22b) to

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

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

e Sl o U TO C S RS O @ O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantitics (22¢) meet
thereeomimended leve s I Table Lo s e T O @ O

NOTES







4,
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this checklist.
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make a copy of
this checklist for
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Ventilation Checklist

Thomas Verville

Griswold High School
ahuZ2

Name:

School:

Unit Ventilator/AHU No:
LMC

Room or Area: 3-11-25

Date Completed:

homas verwile

Signature:

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 FlOOr PIAT} «oooivirriiii )

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

TN EY oo e A S PR T A S e g ) @ O O

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

OF COVETS Lottt tisee st e er s re bbbttt sS4kt 3 es e e en e msneseensesneeenseend @ O O

1d. Instalied corrective devices as necessary {e.g., if snowdrifts or leaves

Herpenthynelomintake] oo RS R] @ O O

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

docks, and bus-1dlNng areas) ...cvvcriiviiiiiereere st @ O O
If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

it-oonditioning CooliNDBOWELE Yo mrnmmmmn s sy e @ O O
lg. Resolved any problems with pollutant sources located near cutdoor air

intakes {e¢.g., relocated dumpster or extended exhaust pipe) .oovevevcernennd! @ O O
ACTIVITY 3: AIRFLOW
1h, Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
li. Confirmed that outdoor air is entering the intake appropriately ........cc..cco....! @ O O

2, SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ... O O
2b. Shut off ventilation system fans while replacing filters {prevents dirt from

bIOWING dOWNSITEAIMY coveiieiieities et sb sttt eeni ) @ O O
2c. Vacuumed filter areas before installing new fIHers......ocooiviiin i 4 O O
2d, Confirmed proper fit of filters to prevent air from bypassing (flowing

around; the alr THEEr ..o s @ O O
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 Yes No N/A
ACCUTUIATITIZ) woovoviii ettt b e

B L L T OR®,

2h. Checked drain pans for mold and mildew ..o (e) O
ACTIVITY 6: COILS

2i.  Ensured that heating and cooling coils are €lean .....ocooeovveeceeenrieeoeeeern, @ 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) s cleam .....ooooeiovecveceieese e % O 8

2le. Ensurerlthial ductsmraiRloam commummmmammm s s e

ACTIVITY 8: MECHANICAL ROOMS
21. Checked mechanical room for unsanitary conditions, leaks, and spills ........] @ O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and sUPPEs i @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at ieast partially open (minimum position) ..... @ O
3b. Ensured that minimum position provides adequate outdoor air

8o T SRS @ O O

ACTIVITY 9: CONTROLS INFORMATION
3c. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanicai drawings,

and controls operations manuals (often uniquely designed) .......coeveeveeivennn) @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position ...l . O @
3e. Set time clocks appropriately oo ] (@) O O

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

NHEN/WEEKEN USEY 1rvviiieiitcieies ettt e O O

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

occupied (day) setting and the unoccupied (night) sethng ..o O O @
3h. Checked that the line dryer prevents moisture buildup ..oooocoeeeiincicivinne, O O @

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

o Lo Lo R o 1 e TV O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper

evelimne loakagerorobsiruations) w wmmmms s O O

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection .......ccooocvvvinnn, O O
3i. Ensured that the recirculating relief and/or exhaust dampers are visible

FEE ARBPREEIDTL s st s 8 G TS O O
3m. Ensured that air temperature in the indoor area(s) served by each

outdoor air damper is within the normal operafing range..........ovovveeeccennnnd @ O O

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




3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

3n. Checked that the outdeor air damper fully closes within a few minutes Yes No N/A
of shutting off approptiate ait NANAIET .o...v.vrrrveeeeereereeseresesesssicsirind O @ O
3o. Checked that the outdoor air damper opens (at least partially with no delay)

Whenitheain andleris fUned Ohuann e S g s O @ O

3p. ITin heating mode, checked that the outdoor air damper goes to its
minimum position {without completely closing) when the room

thermostat 18 SELT0 BICT oo s emeee st sen e st rarrn e ars e O @ O

3g. 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 i O @ O
3r. If the outdoor air damper does not move, confirmed the following items:
= The damper actuator links to the damper shafl, and any linkage set
screws or bolts are tight O @ O
= Moving parts are free of impediments (e.g., rust, Corrosion) ... O O
« Electrical wire or pneumatic tubing connects to the damper actuator......

« The outside air thermostat(s) is functioning propetly {e.g., in the right
location, calibrated COTTeCtlY) v O @ 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

TETOES TEEITIINALS srvamarmsmos s smssrnss casmns o st s A 43 80 DR S e O @ O

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

BT Y s oo S 5 35 R S S O @ O

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

AUTHITATIC OGO TEECEEEEAS, e s T S S R S TS O @ O

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 to 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

3v. Ensured that the mixed air stat for heating mode 1s set no higher

R N - mm—— & O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
e T OTT tHETITTOS AL NEIIND s rrosseusw s i i ss s v 533 50 4RSS0 @ O O

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

1008l PEACTIEES; wussmmvmmemmmmm s smsnmassmnssssemar v R A R O @ 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 ...} O @ O

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

NOTE: Economizers use varying amounts of cool outdoor air to assist with the cooling
load of the room or rooms. There are two tvpes 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 cutdoor air based on ouldoor 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) ....ooiiiinnmd

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

PN aSTEUITE sy recsormsssssssmssrorssasmmsnasspssss sy snsasssssssspesoeasacnsasn) O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ... @ O

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

4¢. Made surc every occupied space has supply of outdoor air (mechanical

systenporoperable Windows) qamesmmmemmommasmsos s s sz @ O O
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

T UL LS vy simigmsesosse s o v e 3 5 0 T £ SRR B S O O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population ChANEES ... icsrisisssisssrss i sese s st bdis st siasssianssinsee O @ O
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 @ O O
4h, Ensured that unit ventilators are quiet encugh to accommodate classroom

BT TEED, cammng wonas s s s s s sy saseni s S T T @ O O

4i, Ensured that classrooms are free of uncomfortable drafts produced by air

from supply terminals O O

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 OPEIHRES) .ot sssesnd O O

5. EXHAUST SYSTEMS

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

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

AAJACETIT SPACES 1.eeuvrerrorvrreceesscrmererrtes et s are s s n e s b s s o r s e 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”).

S¢. Ensured that air is flowing toward the exhaust intake ..., O @ 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 ..., @ O

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

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

LIFHEE. vouvivanvitescansnrsnenrnsresssnsnsssms stsvssssssnns sanponsarenensasannsven (43045881100 T EE 00N RIS IR TR S08TS O O
6b. Calculated the number of occupants served (22b) by the ventilation unit

under ConSIARIation ... O ® 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¢) ......... O @ O

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

IEVEIaTIT TABIE Lonsmmruervs oms sinmmmns s swsns aossriss s uess s SEass s asssospanssan s s s O @ 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 1. @ O

NOTES







Instructions

. Read the fAQ
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
reguires further
attention.)

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

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

Ventilation Checklist

Thomas Verville
Griswold High School
ahub

Name:

School:

Unit Ventilator/AHU No:
music

Room or Area: Date Completed: 8-11-25

Signature: %W VW%

1. OUTDOOR AIR INTAKES

la. Marked locations of alt outdoor air intakes on a small floor plan (for Yes No N/A
exaniple; gfirerescape Tloor Blan Tusornssmnammewnms s

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

10T o TG (OO @ O O

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

I CRVOTS e T T T T B D e T S T S e @ O O

fd. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently biock an intake) ... @ O O

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

docks] And-DUs-IdNNEAEES bumaemarrnsmemmsmrrse e e ] @ O O
If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

air-condifioning cooling LOWELS) .. @ O O
lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) oo @ O O
ACTIVITY 3: AIRFLOW
1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
ti. Confirmed that outdoor air is entering the intake appropriately ......o.ooov..d @ O O

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
Za,. Replaced-tilters permaintenanuesehEfile i asmmmmmmsesml @ O O

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

Blowing dOWRSIIEAM) ..oovvricieiireeie ettt srers s et srs e @ O O
2e. Vacuumed filter areas before installing new filters... i, O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the air FHEBE o)

Ze. 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 Yes No N/A

ACEHITRIIRY sommsvoimsonnrmnmesesro o s S g S S S e O O
2g. Cleaned dIaif PANS oo s e o O
2h. Checked drain pans for mold and mildew ..o, (o) O
ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ..o, @ 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 ¢lean ... % O 8

2k. Ensured that ducts are ClEAN ..ot eree e

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

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical praducts, and supplies ....covci e O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position} ...... @ O O
3bh. Ensured that minimum position provides adequate outdoor air

T O I TTTES s svaeress sy e s S e e T T S ST oD R @ O 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) ..ol @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ... O ()
3e. Set time clocks appropriately i e '
3f. Ensured that settings fit the actual schedule of building use (including

BIERAEE KRBT HSE Koo s e e o s S @ O 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 ... O O
3h. Checked that the line dryer prevents moisture buildup .o.ooooceceiienciiiiinnn,
3i. Replaced conirol system filters at the compressor inlet based on the
compressor manufacturer’s recommendation (for example, when you

bl O B LBIRE) c vumssevsocsmosmsmons e smemsny e ovass s s R A O O @

3j. Set the linc pressure at each thermostat and damper actuator at the proper

level (o loakare o obSTIsHONS] neprersrrers s s O O

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

EOTTSTRCEION rommossre s e e G e T e S T e @ O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ...........ooccvvnriinirined @ O O

NOTE: It is necessary to ensure that the damper is operating properly and within the normal
range (o 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 Bandler. ... i d O @ O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is tUrned O oo O

3p. Ifin heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

tHEtIOSTASREtts 85 R nmmarammammemsr v e s e s o O @ 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 0 45°F ..o O ® 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 OF BOlS are Tt ..o )

*  Moving parts are free of impediments (¢.g., Tust, coOrrosion} ... O O
» Electrical wire or pneumatic tubing connects to the damper actuator......

* The outside air thermostat(s) is functioning properly {e.g., in the right
loeation; calibrated carrectly) crnpmnmmanrsmamssmmmmanransmsmE O @ 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

HETOSE EERNNELS srnrmmrrsr s e R R e O @ O

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

L e e O ® O

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

autematic egetitee eSSl wummas s e R O @ O

NOTE: HVAC systems with water coils need protection from the cold. The freeze-stai 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 fs set no higher

EIENY BPT cvmvvmsssmsnsios v et 5 3 0 P R S R VSR S @ O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SEHING ...ooooeiiieiriini et @ O O

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

aior il i 1o L TSRS O 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 ....... O @ O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............ O @ O

NOTE. Economizers use varying amounts of cool owtdoor air to assist with the cooling
load of the room or rooms. There are iwo types of economizers, dry-bulh 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) O O

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

4. AIR DISTRIBUTION

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

PEFTORT] A5 TEqUITE v cuesimer sswsromeors s st A e R SR T T O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles _
between rooms and corridors are functioning .........cccovvveiiiiiinnesnnn. ) 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 ouidoor air (mechanical

system or eperable Windows) cavwvvnmpnrmsssmersnesmrarsnmR T @ O O

4d. Ensured that supply and return vents are open and unblocked ........c.coune.... @ O O

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

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

4f. Modified existing HVAC systems to incorporate any room or zone layout

and population ChANEES ..o O @ O
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 O O
4h, Ensured that unit ventifators are quiet enough to accommodate classroom

B, oo s oo B S S ol O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
fromisupply terminaly s mmr s D B rsssnsns s @ 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 example,

floor JOINtS, PIPE OPEIHIES) oveiii e iis s cesss e sn s srenan O O

5. EXHAUST SYSTEMS

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

f fans are running but air is not flowing toward the exhaust intake, check for the following:
* [Inoperable dampers
« Obstructed, leqky, 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
AGJACETIE SPACES cisvvvunsersessssesassssssssbissurssnns s as s soss arEnmssnneeed @

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 ..o O @ 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 .. @ O

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 ————————I = O @ O
6b. Calculated the number of occupants served (22b) by the ventilation unit

TACE CONSTACTATION 1ovvvsreesressersesissssranaiesesssss s bmesb a0 O @ O
6c. Divided outdoor air supply (22a) by the number of eccupanis (22b) to

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

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

o -1 [ U e PP MR R LR LR O @ O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdeor air quantities (22¢) meet
the recommended levels in Table L. i e O @ O

NOTES
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. Read the fAQ
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this checklist.
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this checklist for
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Ventilation Checklist

Thomas Verville

Name:
SEHEGE Griswold High School
Unit Ventilator/AHU No: ahub
auditorium 3-11-95

Room or Area: Date Completed:

Sjgnature: 1’.‘7{6‘}4&% V‘Mﬁ’ﬁ%

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a smali floor plan (for Yes No N/A
example, a fire escape floor PIAN) v )

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

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

T BOVEES s seummssmsnssosssomsissms s gomansspsssan st amssntssmesssmpsss ke s B R SRS 5T @ O O

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

freeuienty-blotkeanintake) wunnnumma s st @ O O

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

docks, and bus-idling ArEas]} .....oemserirmnsnsssssnsranssnmssasesisiisassmsississa i & O O
If, Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

alrcotd i onNg COOIINE TOWETS Y urwismn virmmmre s s oo s aisissesisssessnnmd s O O

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

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

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
24. Replaced filtery permaintenanceigehedule covvnnmnnm s @ O O

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

BlOWING AOWIISITEAM) 1oovit et s s s @ O O
2¢. Vacuumed filter arcas before installing new filters .o @ O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

ATOMIAY TR AT BITEOI L evoms cmommesomns s s B S AR S 2 O 8

2e. Confirmed proper installation of filters (correct direction for airflow) ... @ O



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

2f. Ensured that drain pans slant toward the drain (to prevent water from Yes Ne N/A
ACEUTTIITARHIEY .. .ocrmsovsimisumomsssmess ssetmsss nsssinesossissas s sommans v s s T O O

LR S R R T T © O

2h. Checked drain pans for mold and MIldew ......c.ccocoveriveriioiieeceseriee e eeerans & O

ACTIVITY 6: COILS
2i, Ensured that heating and cooling coils are clean ......voeeeiciiecieeceen @ 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 ... O 8

2l Ensured-that ductSBrerClEin s s i i menmnr smsmss smsegms ane

ACTIVITY §: MECHANICAL ROOMS
21, Checked mechanical room for unsanitary conditions, leaks, and spills ......... @ O O

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and SUPPES vt s () O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

BT GRS i st e i T R R SRS TV @ O O

ACTIVITY 9: CONTROLS INFORMATION
Jc. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,
and controls operations manuals (often uniquely designed) ........ccevvvnnnnen.n) @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position .......ooovieeeicnecene, 8 O 8
3e. Set time clocks appropriately .o e e

3f. Ensured that settings [it the actual schedule of building use (inclading

e C R TSNS o cusmmsmmemsomsarrsssnm s asmsroassad s A @ O 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 ........ococoeeveerennnn) O O @
3h. Checked that the line dryer prevents moisture buildup ... O o @
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

blow down the TANK) oo st e ee e e a e O O @

3j. Setthe line pressure at each thermostat and damper actuator at the proper

level tno leakage orabstractions) . swasmansniasmmmnssmssm e O O

ACTIVITY 12: OUTDOOR AIR DAMPERS _
Jk. Ensured that the outdoor air damper is visible for inspection ........civevviivene, O
31 Ensured that the recirculating relief and/or exhaust dampers are visible

SOTE ETUSIPIRISTIOEL v e o o st 55 A 55 O 1) @ O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ..o @ O O

NOTE. It is necessary to ensure that the damper is operating properly and within the normal
Fange fo 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 ..o O @ O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when thesart handler IS el 08 wwsrammmnnesrsmrsmrs sl @ O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position {without completely closing) when the room

thermostat 18 SET 10 85%F Lttt et O @ O

3g. 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 56t 10 45°F ..o O @ 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

serewsiorbolts are Hiphtemorpmmmnnsram s O O
® O

*  Moving parts are free of impediments (e.g., Tust, cOrrosion) ..o
*  Electrical wire or pneumatic tubing connects to the damper actuator......! O @ O

¢ The outside air thermostat(s) is functioning properly {e.g., in the right
location, calibrated cOrTeCtly) ..o O @ O

Proceed to Activities 13--16 if the damper seems to be operating properiy.

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

ACTOSS EGEITEITATS 2asooesmmsmosarmmsesssmemms:rsnsmson oo st 55 e G TR S O O
OR

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

T T TN AT | O @ O

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

L oy b Ll oL ol o L T — O @ O

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

ACTIVITY 14: MIXED AIR THERMOSTATS

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

1T T ®© O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
thar the roomthermostat Setting « wmmmmmmaesmrmsm e, @ O O

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

10CA] PIACLICES ..vuveieiieeceiieceiit i s s e se s saesersereeniso O @ 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 ......! O O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recircuiated air), per the design specifications..........] O @ O

NOTE: Economizers use varying amounts of cool outdoor air to assist with the cooling
toad of the room or rooms. There are Iwo types of economizers, dry-bulb and enthulpy.
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 continuousty operate during occupied Yes No N/A
hours (even when room thermostat is satistied) ... @ 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 reqUITEA .ooviieiir ettt e ene O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ... @ O

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

SYSTEMBTOPErablE WAVHOWEY qoumsenmommmmmrem s o e R A @ O O
4d, Ensured that supply and return vents are open and unblocked ......coovvvivnniins! @ 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

A U PP movscerssms cvmssvm o 38 S A A S OO TR R TS ST P O O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population Changes ... O O
4g. Moved ail barriers (for example, room dividers, large {ree-standing

blackbeards or displays, bookshelves) that could block movement of

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

TEEITILBE oo o sttt s s s B AT TR AR @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
gt SUppl RIS imen aenmarmrm R S S 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 example,

OO OIS, P D O PN s cossmnsssersmmssossssevssmssmeramsissssinessisssssinsossssimvisiae O O

5. EXHAUST SYSTEMS

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

If fans are running but air is not flowing toward the exhaust intake, check for the following:
» [noperable 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
AAACETIE SPACES 1..vivirvere ittt et eess ettt e amsm e bbb et

Stand owtside 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...cooveveiveeveiirinn O O

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..........ccceveerieccrernnn, O

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

TTILE 60 omamasmensmossusnaspasasmss sress mis ineasass snssms st s s st s EEH R R RV O @ O
Gb. Calculated the number of occupants served (22b) by the ventilation unit

L e N —— O @ 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¢) ......... O @ O

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

levieds it Babledu s wmimmagpmsmmse s T I O @ 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 L. O @ O

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

copy for future
reference,
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Checklist.

+ Check the "yes,”
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necessary.
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Ventilation Checklist

thomas verville

Name:
Schooi: @riswold High school
Unit Ventilato/AHU No: @MU 7

3-11-25

Room or Area: GYM Date Completed:

Heomaae yvervils

Signature:

1. OUTDOOR AIR INTAKES

la. Marked locations of all cutdoor air intakes on a small floor plan (for

example, a fire escape floor PIAn) ...

1b. Ensured that the ventilation system was on and operating in “occupied”

L1 T T

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

T C ONCIS, e s st 8 S 0B R e 0 S S R

Id. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

trequieiitly Bloelk a0 MEERE e e i R e e mres e

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

docks, and Dus-IAlINE ATEAS) oovvviiieiiiieeee et ar s

[f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddles; and mist from

air-conditioning cooling fOWETS) ..iiieiiiiiirie e s

lg. Resolved any problems with poliutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) c.ooocceeevivinnn,

ACTIVITY 3: AIRFLOW

Yes No N/A

lh. Obtained chemical smoke (or a small piece of tissue paper or light plastic) ‘. O O

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

2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS

2a. Replaced filters per maintenance schedule «viiiiicc,

2b. Shut off ventilation system fans while replacing filters (prevents dirt from
o1 s OIS BTN s v sesnmsor e o b TN ST

Ze. Vacuumed filter arcas before installing new filters.....oovvveeceioeeeeeenennns

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

24 56101 UL G T i ) e USRS
2e. Confirmed proper installation of filters (correct direction for airflow)......

©0 0

NoReRe

® 00
NoReRe



2. SYSTEM CLEANLINESS (continued)

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

BCCUMUIATITIZE) 1.viieeeeeieeeee et ety eivi s ins s drb s s st e s e s ra ses b e s ma s e sren s rarasesaen 8 O

Do, Llooned dBain DA o s T TR )
2h. Checked drain pans for mold and mildew ... .o O

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ... @ 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) 1s clean ......ocvveiiiceeienr i @ O
2 Ensuredthat dUcts.areelen muwmmomsmmemmssmmmmmmms s sy s e @ O

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

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical praducts; and suppliescamnsmsnnarerpasmmmermayermm O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open {minimum position) ..., @ O O
3b. Ensured that minimum position provides adequate outdoor air

fOr OCCUPANTS 1ottt @ O O

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) ..ol @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ..., O O
o, Settiniesloe RS appTOPHEEI e T

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

THEIM/WEERENA USEY «eiveiiiriieeie ettt ca st era s era e b e et e seane s O 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 ....ooooovevesiviiinnnns O O
3h. Checked that the line dryer prevents moisture buildup ..o O O @

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

BLOW QOWI THE TATK) 1vvvvvvvvvseeses s sscrsseseses e sesessssssesssesessss s e ssessssoessssns e O O

3j. Set the line pressure at each thermostat and damper actuator at the proper
levelinmleakale o BbNETONSE wor s s s s s O O

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

FOT INSPECIIOM 1ottt e e et e e v saare g ebee e st e e e s eesssranenentes srned @ O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating Tange ...l O O O

NOTE: It is necessary to ensure that the damper is operating properly and within the normal
range lo continie.




3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

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

of shutting off appropriate air handler ... O O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is turned on O @ O

3p. If in heating mode, checked that the outdoor air damper goes o its
minimum position (without completely closing) when the room

tHErTrIOSHAL 18 SEL 10 BECF 1o rcimsssissnsinaress st s s e ) O @ O

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 0 45°F .o O ® 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
serews oF bolts are tight .o O @ O
+  Moving parts are free of impediments (e.g., TUSE, COITOSION) .oooivviunniiensn: O @ O
+  Electrical wire or pneumatic tubing connects to the damper actuator.......o @ O
+  The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated correctly) e O ® O

Proceed to Activities 1316 if the dumper seems 10 be operating properly.

ACTIVITY 13: FREEZE STATS
1s. Disconnected power to controls (for automatic reset only) to test continuity

ACTOSS EETITITIALS Lovivvvrisiisseeesesseseesierr oo se s e s b0 O @ O
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually

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

71515 10§ VO O A R Bt O @ O

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

ABLOMALIC TESEE TrEEZE-STALS 111t e eme st b s 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 {0 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

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

Y70 T ok EAT U U OO TSRO PIE P PP PSPPI P PO SRR TRR RS EOL @ O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SEHING .o @ O O

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

10C8] PIACHEES cuvivvsrivviuremimivmssissisisrnsimmmersisis s sssersessssrsnssbassss it s s ssugsisases O @ O

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

3y. Checked that sensor on the economizer is shielded from direct sunkight ....... O @ O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications O @ 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 femperature,
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 contintously operate during occupied Yes No N/A
hours (even when room thermostat is satisfied) ..o

NOTE: If fan shuts off when the thermostat is satisfied, adfust control cyele 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 reqUITEd ... e O O
4h. Ensured that passive gravity relief ventilation systems and transfer grilles

between rooms and corridors are Functioning ... ® O

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

4¢. Made sure every occupied space has supply of outdoor air (mechanical

system or operable WIndows) ..o @ O O
4d. Ensured that supply and return vents are open and unblocked ....ccoooiviiiiiane. @ O O

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

de. Modificd the HVAC system to supply outside air to areas without an cutdoor

4f Modified existing HVAC systems to incorporate any room or zone layout

and population CHANEES ... O O
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 O
4h. Ensured that unit ventilators are quiet enough to accommodate clagsroom

ACHVIEIES 1o reveeressierinenssisebosssesassanin s esns s sab s a s b b e bR n et s 0 @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air

from suppiytcrmmals@ 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 “oecupied” 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 exampie,

floor joints, pipe openings) O @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
S5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) O @ O

If fans are running but air is not flowing toward the exhaust intake, check for the following:
¢ [Inoperable dampers
o Obstructed, leaky, or disconnected ductwork
+  Undersized or improperly installed fan
+ Broken jun 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 1o surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

AJACENT SPACES coevrevecrivcrcunirimser sttt 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”).

5¢. Ensured that air is flowing toward the exhaust intake ..., O @ O

ACTIVITY 21: EXHAUST DUCTWORK
5d. Checked that the exhaust ductwork downstream of the exhaust fan (which i3
under positive pressure) is scaled and in good condition ... @ O

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

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

012 OO PO OO OPO S PO T T SR SR O @ O

6b. Calculated the number of cccupants served (22b) by the ventilation unit

Wder CONSTACTATION . ..oviii e siie et sesiosie s sb s s s s s s O (& O
Ge. Divided outdoor air supply (22a) by the number of occupants (22b) to

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

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

Fevels T TABIE Lot eis s s b O O
6e. Corrected problems with ventifation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
the recommended levels inTable 1. O @ O

NOTES
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Ventilation Checklist

Thomas Verville

Griswold High School
ahus

Name:

School:
Unit Ventilator/AHU No:

Room or Area; gynl Date Completed: 3-11-25

Homaa perwile

Signature:

1. OUTDOOR AIR INTAKES

ia. Marked locations of all outdoor air intakes on a small floor pian (for Yes No N/A
example, a Tire escape floor plan) ... @ O
1b. Ensured that the ventitation system was on and operating in “occupied”

e c ot (o I A e O O

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

OF BOVEES 1vevrrvereersosinsissvsesssesasstessesasse s b roass s mes s imb s e m s e R e e 000 @ O O

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an intake) oo @ O O

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

docks, and bus-idHng aTEAS) <o ] @ O O
Lf. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

air-conditioning cOOlING tOWEIS) .......civraiiiimnrnrieiiss s @ O O
lg. Resolved any problems with pollutant sources located near outdoor air
intakes (c.g., relocated dumpster or extended exhaust pipe) ..o @ O O

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

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ..o O O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

BlOWING AOWNSIIGAITLY (oot s O O
2¢, Vacuurned filter areas before installing new filters.....coiiinn, O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the air TIIEET .o s O O

2e. Confirmed proper instaiiation of filters (correct direction for airflow).........! @ O O



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

2€  Ensured that drain pans slant toward the drain (to prevent water from Yes No N/A
ACCUIMUIALINEY 1evvsouias sivmaversavorsssssssarersrammsarospsesssestasapasrsas; cosers b as e ines O

2g. Cleaned drain PANS ..o @ O

2h. Checked drain pans for mold and mildew ... O

ACTIVITY 6: COILS
7i. Ensured that heating and cooling coils are Clean ... @

O OO0

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 ClERIL . essanasensnpssmmsenn S B o] 8 O 8

2k, Ensured that ducts are Clean .o

ACTIVITY 8: MECHANICAL ROOMS
2], Checked mechanical room for unsanitary conditions, leaks, and spills ... @ O O

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical products, and SUPPLES ..veriiiciims s @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position} ...... @ O O
3b. Ensured that minimum position provides adequate outdoor air

FOT QCEUPAIG cnsis s srrsmsiosssispimsvemvams s e vavreris basans sy s AU S @ O O

ACTIVITY 9: CONTROLS INFORMATION

e, Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,
and controls operations manuals (often uniquely designed) oo @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct pOSItON ..o O
Te. Set time clocks appropriately ... @ O
3f. Ensured that settings fit the actual schedule of building use (including

NEGREWEEKENE USE Loooiirinirsioesicrstunsiiis b s s @ O 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 ... O O @
3h. Checked that the line dryer prevents moisture buildup ..o O O @
3i. Replaced control system filters at the compressor inlet based on the

comptessor manufacturer’s recommendation (for example, when you

DIOW dOWI EhE TATK 1rvereresereerrarrieasmamssste e sss it st O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper

level (110 leakage or ODSIFUCHONSY (it O O

ACTIVITY 12: OUTDOOR AIR DAMPERS
1k. Ensured that the outdoor air damper is visible for inspection ... @ O O
1. Ensured that the recirculating relief and/or exhaust dampers are visible

FOT INSPEOHON cevonrrnensmmisssistsinssisssisiesivsimirmssinsmbss st en s O O
3m. Ensured that air temperature in the indoor area(s) served by each

outdoor air damper is within the normal operating Tange ....cvwvomiininns @ O O

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 ... O @ O
30. Checked that the cutdoor air damper opens (at least partially with no delay)
when thesir handler IS UIREE N smemsmmne e ssmm s s ss e ns o @ O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thermostatds SEUIOBEE ...cverssmsnensymmnsssernesnpennio S0 T G P ST P S B BT o5 O @ O

3q. If in cooling mode, checked that the outdoor air damper goes to its minimuin
position (without completely closing) when the room thermostat is set
to 60°F and mixed air thermostat is set to 45%F .o O 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
SEFEWS-0T DOMS IS THEN s mrmmssimmmasves s s srssss s ssasanes) O @ O
+  Moving parts are free of impediments (e.g., TUst, COTTOSION) ..iovvirriend! O @ O
+ Electrical wire or pneumatic tubing connects to the damper actuator.....! O @ O

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

ACTESS LEEMITIALE ovivivririreesmmeeer irens s s ssasansansanninaares semsnsnsensnddsd s dantasevaasas i) O @ O
OR

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

BT DDEAY s covstscscumsonrmie sonsnssmmmassmassmersinsnsssnsnsssnsssspevasasssssssnsnsssodf T SRR V0 O @ O

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

AUTGTIALIC FESEE TrEEZE-BHHLS ot st s T s s s s 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 irip
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

BRI G5°F +ovvvvsssvevmsssssssssss st essessesesseesssssssmmanesissesossesssocsisssssirassssasssssisssssassios ® OO

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

than the room thermostat SEHINE i O O

ACTIVITY 15: ECONOMIZERS
3x, Confirmed proper economizer settings based on design specifications or

FOBA] PYACHOBE ensesnnns S 58 0071 P 08 T B B T VST T 70 O @ O

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

3y. Checked that sensor on the economizer is shiclded from direct sunlight ......! O @ O

3z, Ensured that dampers operate properly {for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............O 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 enthulpy.
Dry-buib economizers vary the amount of outdoor air based on outdoor temperalure,
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 sat1sflcd) O O

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 EEQUITEA ...o.ovviiiniveinrri b () O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles _
between roonts and corridors are TUNCONING cuveveeininiisieed O O

NOTE: If ventilation system is closed or blocked to meet 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 WINAOWS) ... @ O O
4d. Ensured that supply and return vents are open and unblocked @ O O

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,

1110101 | SRR S B R S O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population ChANEES ..o s O @ O
4g. Moved all barriers (for example, room dividers, large free-standing

blackboards ar displays, bookshelves) that could block movement of

air in the room, especially those blocking air Vents ... @ O O
41. Ensured that unit ventilators are quiet enough to accommodate classroom

acthtles@ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air

from Supply terminals ... s @ O O

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

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

4. 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 OPEIINES) w.ocverssviimiminrraee s O @ O

5. EXHAUST SYSTEMS

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

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




5. EXHAUST SYSTEMS (continued)

ACTIVITY 20: EXHAUST AIRF LOwW

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

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

B O @ O

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

5¢. Ensured that air is flowing toward the exhaust intake ... O @ 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 ... O @ O

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

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

L st O @ O

6b. Calculated the number of oceupants served (22b) by the ventilation unit

under ConSideration.........cou.woeccccecvcmos O 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¢}......... O @ O

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

[@VELS i TADIE 1o O @ O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
the recommended Ievels in Table 1 ..o O @ O

NOTES







Ventilation Checklist

Thomas Verville

Name:
School:  Griswold High School
Unit Ventilator/AHU No:  2NU8
Room or Area: 2% 9YM Date Completed: 3-11-25
Signature: omas werddle
Instructions
1. Read the fAQ

Backgrounder and 1. OUTDOOR AIR INTAKES

the Background . .

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

this checklist. example, a fire escape floor PIAT} oo !

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

2. Keep the RIS e s T T oS s @ O O

Background
Information and

make a copy of ACTIVITY 1: OBSTRUCTIONS

this checklist for le. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
each ventEIation L e T @ O O
unit in your school, 1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
as well as a frequentlyblock an intake) s sunsimad @ O O
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
3. Complete the le. Checked ground-level intakes for pollutant sources (dumpsters, loading
Clasufis: docks, and Bus-1dliNg ATCAS) ... ...vverssomesseeessiesesseesesesssereeseseeseessesereeeeeessenes @ OO
If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
: Ehe(,;k the “yes,” toilet, or Jaboratory exhaust fans; puddles; and mist from
G, QF ., aircoRdItioN TN COBINE tOWEES ) in v rsmnsm s s s @ O O
n qpp licable lg. Resolved any problems with pollutant sources located near outdoor air
POX bes'fﬁ'e e,?Ch intakes {e.g., relocated dumpster or extended exhaust pipe) oo O O
item. (A "no
response
requires further ACTIVITY 3: AIRFLOW
attention.) 1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
T —— i, Cenfirmed that outdoor air is entering the intake appropriately ...o...ocovnn... @ O O
in the "Notes”
s 2. SYSTEM CLEANLINESS
Lesiite o ACTIVITY 4; AIR FILTERS
4. Return the checklist 2a. Replaced filters per maintenance schedule ..o @ O O
portion of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the BEOWING QOWRSEEAIM) 1vvvvcevorreeesseeroessesertse oo sessos e oeeesese oo eeososssree oo O O
IAQ Coordinator. 2c. Vacuumed filter areas before installing new filters. ..o d © O O

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

FEOTECETENG AT ITTON cr mermmmsmsssmimossssiss s s oo s 3R T SR ST O O
O

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

e L e O O
2g. Cleaned drain PANS ....c...ovieiriviniie e © O
2h. Checked drain pans for mold and mildew ..ooo.ovoveeeeeceeeeee oo © O
ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are Cleam ....iviiereveieoieieonren, @ O O

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

(air-mixing chamber and fan blades) 15 clean ..o ececeeeeeevereennd @ O
2k. Ensured that ducts are Cleam ..o @ O

ACTIVITY 8: MECHANICAL ROOMS
21, Checked mechanical room for unsanitary conditions, leaks, and spills ......... @ O O
2m, Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and SUPPLIES oot O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

FOI QCCUPANTS 111ttt et an st s @ O 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) .covevvccvicviiinnn @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position .........ocecvvevciveeeennn.. 9 O
3e. Sebtimaicloclsnppropriafolt s wommesmmnrar e o O O O

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

NIZHWERKEN BSEY 1ottt ettt s @ O 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 .......c.cocoviinrinnencs O O
3h. Checked that the line dryer prevents moisture buildup ..o

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

BIOW AOWN tHE TA0K) 1ovvvevevsveooos oo essos oo OO

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or ObSEUCHIONS) ..oeviiircr il O @

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

TOF INSPECHION oot s @ O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ... O O

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




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 RANAIET . .vvv v e O O
30, Checked that the outdoor air damper opens (at least partially with no delay)

when the:airhandleristurnied on i O O

3p. Ifin heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thermostat 1S SEL 10 B%F ..iiiiiiiiereieserirenes s e esn s O 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 1556t 1o 45°F .vumsnsnsimssisind O ® 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 a:etlghto @ O

*  Moving parts are free of impediments (e.g., rust, COrroSIOn) ...ooooevevanad) O @ O
* Electrical wire or preumatic tubing connects to the damper actuator......! O @ O
+  The cutside air thermeostat(s) is functioning properly (e.g., in the right

focation, calibrated COrTetly) ..o O @ 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

ACTOSS TEIMUNAIS Lot O @ O
OR

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

EIPPEEY ottt e O @ O

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

AuGHTEIC BRIl g s S e s O @ O

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

thatt 08P E s mmmemsssmmssmmmmms s s s e R B s P @ O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room therntostat SEHIME oo eed @ O O

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

ettt O @ 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 ......, O @ O
3z. Ensured that dampers operate properly {for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications...........] O O

NOTE. Economizers use varying amounts of cool outdoor air o 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 relicf fans)
that move outside air indoors continuously operate during occupied Yes No N/A
hours (even when room thermostat is satisfied) ...l @ 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 system

perfomm 35 reqUATE v oy vy o S S S e nssesparasnar O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between rooms and corridors are fURConINg ..o @ 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 windows) @ O O
4d. Ensured that supply and return vents are open and unblocked ..oooivvvirinnn ! @ 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

AL SUPPIY oot O O
4f. Modified existing HVAC systems to incorporate any room or zone fayout

and-population Chatge sl mmsrmsmassn s s S O @ O
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 O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

DRI im0 S A S SR e O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
from supply terminals ... @ 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 thai the system, including
any exhaust funs, 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,

flowrjoints; PITe OPEHIHEE sy s i orensanersssssassentisns O @ O

5. EXHAUST SYSTEMS

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

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

A AR U v S A S S L e B dbsmasnasaass 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 ™).

Sc. Ensured that air is flowing toward the exhaust ittake ... O @ O

ACTIVITY 21: EXHAUST DUCTWORK

5d. Checked that the exhaust ductwork downstream of the exhaust fan (which is
under positive pressure) is scaled and in good condition .......cocecevvveerrnreenen, O

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 T————— O @ O

6b. Caleulated the number of occupants served (22b) by the ventilation unit

UNAET CONSTARTALION 11uvuitiiiiie i nse e s s sb bt O (® 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¢) ,........ O @ O

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

levels I Table T ... O @ O
6¢. Corrected problems with ventilation units that supplied inadequate

quantities of outdeor air to ensure that outdoor air quantities (22¢) meet
the recommended levels 1 TAbIE | ummvmmsmmmvmmsim mimms s it O @ O

NOTES







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,
aswell as a

copy for future
reference.

. Compilete the
Checklist.

» Check the "ves,”
Hnolﬂ 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

Thomas Verville

Name:
School:  Griswold High School
Unit Ventitator/AHU No: ahu10
locker room 3.11-25

Room or Area:

Date Completed:

thoinae verwnidle

Signature:

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 floor plan} ..o O O
Ib. Ensured that the ventilation system was on and operating in “occupied”

T L T T T T——— @ O O

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

O @ O O

Id. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an intake) ... nisend) O O

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

docks, and bus-idling Areas) .ot @ O O
If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

ArRCOTd I O CHOL NS TOWETE st B ensspassmsssmsmssassns sppsss @ O O
lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) .....ccooveeriininn.) @ O O
ACTIVITY 3: AIRFLOW
th. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
li. Confirmed that outdoor air is entering the intake appropriately ....................4 @ O O

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
Za. Replaced filters per maintenance sChedUie oo cv v @ O O

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

bIOWING JOWNSITCAIID) o.ovviniiiccciiccernrire s s sttt ee e eree s @ O O
2¢. Vacuumed filter areas before installing new fIters...o.voveecece e @ O O

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

ol eyala s dnt b o U oo - SO S —. O O
O

2e. Confirmed proper installation of filters (correct direction for airflow).........! @ 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
BCOOIIEATINEY socvnasmmmmvss o e R T S T A e et

2g. Cleaned drain PANS ..ot cirmeecrcsceseesenressssses s sesse s o O

2. Clvecked dmin-pans formold andmildew somprsmmmrerssnmasmm e O
ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are €lean ... oo @ O O

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

{aimixingchamberand fan blages) I5eledll sunsnusrmppanmesinemns O
O

2k, Ensurcd that ducts are CIBRI ..uivviieesies e seiimseeesee oo eeres e aessssesstas e

ACTIVITY §: MECHANICAL ROOMS
21, Checked mechanical room for unsanitary conditions, leaks, and spills ......... O O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and SUPPLES oo @ O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

Ja. Ensured that air dampers are at least partially open (minimum position) ...... @ O O
3b. Ensured that minimum position provides adequate outdoor air

e e o U T T, @ O O

ACTIVITY 9: CONTROLS INFORMATION

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

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position ... O O %

3e. Set time clocks appropriately ... ..o @ O
3f. Ensured that settings fit the actual schedule of building use (including

i e e L 3 L B @ O 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 ........ccooovvvvevnnnn) O O @
3h. Checked that the line dryer prevents moisture buildup ........ccccvmervreerainionna, O O @
3i. Replaced control system filters at the compressor injet based on the

compressor manufacturer’s recommendation (for exampie, when you

Blow down the a0K) v s e eeeseer s renrseme o O O @

3j. Setthe line pressure at each thermostat and damper actuator at the proper

leviel {no lealeage oroBSUUCHIONS) pooammminmrm s S 1o Fromennaparas) O O @

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

fOr INSTEEHON s S o s i T e naoms s sa oo s O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range........coooovoveveeeecal O O

NOTE: It is necessary to ensure that the damper is operating properly and within the normal
range fo confinue.




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 ..o O O

3o. Checked that the outdoor air damper opens (at least partially with no delay)
whenthemirhandler iz turnedion e anme s @ 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 SEE 10 85%F ..ot e enend O O

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 thermvostat 1556t 40 45°F s s O @ 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
serewstarballs ATeitEE T wormmermerm o T T O @ O
*  Moving parts are free of impediments (e.g., rusl, COFFOSIONY ......covrivrnnnn! O @ O
+ Electrical wire or pneumatic tubing connects {o the damper actuator,...... O @ O

+ The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COTTECElY) ...oviviiiiccii e O @ O

Proceed to Activities ]3-16 if the damper seems to be aperating properly.

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

AL T R e R O @ O
OR

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

ETEPPEM)Y coiiiit et ettt et s et s O @ O

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

automatic tesElTeERe St e R T S L s e 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 15 35°F to 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

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

E Y ® OO

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SEHINE ..coooe i @ O O

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

1001 PIACTICES sunrsrirr s i b ke en osnsssr somnerssr st st e s g s i O @ 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 ......! O @ O

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

NOTE: Econoniizers 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) ..o

NOTE: If fan shuts off when the thermostai 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

I TPV B S Y BELINE a3 ST O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ..........ccoccccevmmnecconnnieeensd @ O

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

4c. Made sure every occupied space has supply of outdoor air (mechanical
systen oF operable WTAOWS Yy iy e s s sy O O
4d. Ensured that supply and return vents are open and unblocked ..........oooeeen. @ O O

NOTE: If outlets have been blocked intentionally to correct drafts 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

ATE SO e v s T B T B e B T R D e @ O O
4f, Modified existing HVAC systems to incorporate any room or zone layout

and population changes O @ O
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 O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

S TR e S P R e SRR @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air

trom supply terminals caasmmmnmenuras e SR T 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.

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

ﬂoorjoints,pipeopenings).............................................................................O O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked {using chemical smoke) that air flows into exhaust fan grille(s) ....4 O O

If fans are running but air is not flowing toward the exhaust intake, check for the following:
« [noperable dampers
» Obstructed, leaky, or disconnecied ducrwork
» Undersized or improperly installed fan
* Broken fun 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).

5h. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

ST SO ———————— 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”).

Sc. Ensured that air is flowing toward the exhaust intake «....co.ooooeveveee e, O @ 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 ..o, O

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 supplicd (22a) to each ventilation

At e e e O @ O

6b. Calculated the number of occupants served {22b) by the ventilation unit

LG g (U R e U O @ 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¢)......... O O

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

levesls i Table Doy o ST B s s O @ 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 L. O O

NOTES







Ventilation Checklist

Thomas Verville

Name:
School: @riswold High School
Unit Ventilator/AHU No; 2hU11
Room or Area: 3114 Date Completed: 3-11-25
Signature: %W
Instructions
1. Read the JAQ

Backgrounder and 1. OUTDOOR AIR INTAKES

the Background . B

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

IS R, SXAMPIE, @ FIFe ESCAPE FIOOF PIAR) s

1b. Ensured that the ventilation system was on and operating in “occupied”

2. Keep the B 0 B s S s st e s AL A A 25 e £ e e e S n gt O O O

Background
Information and

make a copy of ACTIVITY 1: OBSTRUCTIONS

this checklist for lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
each ventilation O CIOMIBTS s 05 9 58 €5 R A R T WA SN TR TN YTV VBT @ O O
uhit in your school, Id. Tnstalled corrective devices as necessary (e.g., if snowdrifts or leaves
aswell as a frequently block an INtake) .o @ O O
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
3. Complete the le. Checked ground-level intakes for pollutant sources (dumpsters, loading
Checklist. docks, and BRsEid M EaEeas fu s s ST @ O O
. . 1f. Checked recftop intakes for polfutant sources (plumbing vents; kitchen,
* thecﬁk the “yes, toifet, or laboratory exhaust fans; puddles; and mist from
o, or . air-conditioning cOOlRE LOWEIS) ...o.vierieierensieiisserinseteesereeeeeeeees e eeeseersans ®© O O
g app ipable lg. Resolved any problems with pollutant sources located near outdoor air
F)OX bes‘f,’e e"ach intakes (e.g., relocated dumpster or extended exhaust pipe) .ooooeeveel) @ O O
item. (A “no
response
respdies Bither ACTIVITY 3: AIRFLOW
attention.) Ih. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
v Wik commenis li. Confirmed that outdoor air is entering the intake appropriately ..................... O O
in the “Notes”
saction as 2- SYSTEM CLEANLINESS
necessary. ACTIVITY 4: AIR FILTERS
4. Return the checklist 2a. Replaced filters per maintenance schedule ... O O
portion of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the DIOWITE QOWISIECAINL) ... eeeeeeeeersvecreeesreressssessesorereseess s ssreseresess e O O
IAQ Coordinator. 2¢c. Vacuumed filter areas before installing new FilterS........oooeerroorscereeersesnnd ®© OO

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

G D s L L T —— O O

Ze. 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 Yes No N/A
oS30 AR 411 S S S| O O

2 G aTied U T et i s me AT SRR PSR £t @ O

Zk, Clrecked drain pansforwnldmdmilden oo @ O

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ..o @ 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 ......ccoviiviiicccic e @ O
2k. Ensured that ducts are Clean ..o ) @ O

ACTIVITY 8: MECHANICAL ROOMS
2. Checked mechanical room for unsanitary conditions, leaks, and spills ......... @ O O
2Zm. Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and sUPPLIES oo O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

00 e cTof R o' C: RSP —— @ O 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) ...ovvevviveivinnnns) @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ... iveniiinieindd O 8
3e. Set time clocks approPTiALely i

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

16700 3 Tes Hs (4 1 1) G O S S @ O 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 .....ccoervivivrnivinennn O O @
3h. Checked that the line dryer prevents moisture buifdup ....oviiievsiiinineseeeennns O O @

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

DIOW doWn the TANK) .ottt e s e st e seaeare e s rreare e O O

3j. Setthe line pressure at each thermostat and damper actuator at the proper
lexelinwolaalkape ool stiEHBIE) e oo s S VR O O @

ACTIVITY 12: OUTDOORAIR DAMPERS
3k. Ensured that the outdoor air damper is visible for inspection .......c.ccovevivennnnd O O
31. Ensured that the recirculating relief and/or exhaust dampers are visible

07 1oL ) RSN ————— O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range .........cccceeeeeeeen ) O O

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




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 ... O @ O
30. Checked that the outdoor air damper opens (at least partially with no delay)

when the air handler is turned on O O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position {without completely closing) when the room

thermostat 580 85%F s smmms e romsssirssararsssansssensorsessm s sass s O @ O

3g. If in cooling mode, checked that the outdoor air damper goes te its minimum

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

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

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

SETEWE B BOI S aTE BN s iy o0 o o TR A P s R s O @ O

«  Moving parts are free of impediments (e.g., rust, corresion) «...e. O @ O
+  Electrical wire or pneumatic tubing connects to the damper actuator ... O @ O
» The cutside air thermostat(s) is functioning properly {e.g., in the right

location, calibrated corTetly) oo oo O @ 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

DETORY SETFRINALS srvvonorsosrrisrormssmss s s s s v S SRR S TN S5 O @ O

OR

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

BRI crvicnamasosior e v v S TS5 YRR S i O @ O

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

AT A B TESEr TICREEBIATS 1 s s ssrennen S D A SR T st 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

. S o Y —— © O O

3w. Ensured that the mixed air stat for cooling mode is set no Jower
gk the Tooi thermostat §BIINE v samsn s s e mesmmisomses i) @ O O

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper cconomizer settings based on design specifications or

['6Ra] PRACHIEESE vermmssusmsrssmmmmssm s s s s i O @ 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 ...... O @ O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications..........! O 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 ouidoor temperatire,
and enthalpy economizers vary the amount of ouldoor air based on outdoor temperature
and hwmidity level,



3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

ACTIVITY 16: FANS

3aa. Ensured that ali fans (supply fans and associated return or relief fans)
that move outside air indoors continuously operate during oceupied Yes No N/A
hours (even when room thermostat is satisfied) ..o cciiieeeeeecee 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 reQUITEH oooviivei i eea e O @ O
4b. Ensured that passive gravity refief ventilation systems and transfer grilles

between rooms and corridors are functioning ... @ O

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

d4c. Made sure every occupied space has supply of outdoor air (mechanical
system or operable WINdOwWSs) .o e @ O O
4d, Ensured that supply and return vents are open and unblocked .ovoovvreeeen] @ O O

NOTE: If outlets have been blocked intentionally to correct drufis 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

T o ] O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population changes O @ O
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 O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

OV IES 0 00T 01T e mmsn o m et e st s e o s e St s s O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air

from supply terminals mmmmmssmmsmsmnnr s s T @ O O

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiliration 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 opcmngs)o O

5. EXHAUST SYSTEMS

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

AAJACENE SPACES -1 11evvsvrrirerre ettt er s nn et eaes st 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”’).

5¢. Ensured that air is flowing toward the exhaust intake ...oocoiveiiiiciiciiniiinn O @ O

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

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 cach ventilation

EHIRE, S5 o nenmommassnsonssasss sonsmss sne s sm 50 7 A S A LS O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit
under Consideration owmmimmsrmmremm s T R R O @ 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¢) ......... O @ O

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

levels i Bable Lo @i e O @ O

Ge. 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 T ..o O O

NOTES







Ventilation Checklist

Thomas Verville

Name:
School: @riswold High School
Unit Ventilator/AHU No: _2Nu12
Room or Area: 3118 Date Completed: 3-11-25
Signature: Z?L/&W p%w%
Instructions
1. Read the /AQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background . o
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 PIAIL) oo e O O
Ib. Ensured that the ventilation system was on and operating in “occupied”
2. Keepithe e T ——— @ O O
Background

information and

make a copy of ACTIVITY 1: OBSTRUCTIONS

: : le. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
this checklist for
each ventilation OF CONELS s crmsmsmmsmmanesons opentss'ss s 0 s ST s SR ST R S S 0 mmememacn e s @ O O
unit in your school, Id. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
as well as a frequently block am iNtaKe) ......o.cooccrrriirer it oes et es s @ O O
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
3. Complete the te. Checked ground-level intakes for pollutant sources (dumpsters, loading
Checklist. docks, and Dus-idIiNg ZEa5) .o @ O O
% o If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
: E.Ihec:rk the “yes, toilet, or laboratory exhaust fans; puddies; and mist from
R i air-conditioning COOlNE LOWETS) 1.vvuvueivuireieeee oo ceeessess e @ O O
Lot appiicab[e lg. Resolved any problems with pollutant sources located near outdoor air
box beside each p
: i intakes (e.g., relocated dumpster or extended exhaust M8 ssoemrmmimiei i (o)
” p
item. (A "no
response
requires further ACTIVITY 3: AIRFLOW ‘ .
i Ih. Obtained chemical smoke (or a small piece of tissue aper or Hight plastic) .| O O
attention.) p
T — li. Confirmed that outdoor air is entering the intake appropriately ..................... @ O O
in the "Notes”
section as 2. SYSTEM CLEANL!NESS
L ACTIVITY 4: AIR FILTERS
4, Return the checklist 2a. Replaced filters per maintenance sChedule ..o i) @ O O
portion of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the BIOWING AOWISICAINY .vvvvirre oo secersss s eeososerss e O O
IAQ Coordinator. 2¢. Vacuumed filter areas before installing new FIErS .o @ O O

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

Hgenisilc BE TS LR 21 e ——————————— O O

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 Yes No N/A

ACCUMBIATINE) oiueiiiieeiit it s es e s bbb ss et taeteres @ O
20 A AR L Y TN s s e 553 S ST S S TR (o) O
2h. Checked drain pans for motd and mildew ..o, & O
ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ..., @ 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 ..o % O 8

2k. Ensured that ducts are ClEAIN i iiiicivisvesesiesseenissatessvasessiosivssnnsssi d

ACTIVITY 8: MECHANICAL ROOMS

21, Checked mechanical room for unsanitary conditions, ieaks, and spills ......... @ O O

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
ehomical.products; and. sUpPliEscsw e s O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

FOT DTCUPHATIES oo s e n st @ O O

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) .....ocoveviininnn) @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct poSition ...uveeiscvinns O %
Se. Bt tinieiclocks apProptiately v s R T R (¢

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

NIH/WEEKEINA HSE) ittt et b are st nrserne o @ O 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 ....ccccvvevvverniiin O @
3h. Checked that the line dryer prevents moisture buildup .oocoooveievvveeinn i, O @
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

blow: dewnahetank). oo o e T TR O O O

3j. Set the line pressure at each thermostat and damper actuator at the proper

level {no leakage or obSIrUCHONS} oo e O O @

ACTIVITY 12: OUTDOOR AIR DAMPERS
3k. Ensured that the outdoor air damper is visible for InSPection .......ooocovorrerrn.n o O O
31 Ensured that the recirculating relief and/or exhaust dampers are visible

T DTS T LRI E N 2o e iR A S S AT O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ... O O

NOTE: It is necessary fo ensure that the damper is operating properly and within the normal
range to confinue.




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 ... ] O @ O
3o. Checked that the outdoor air damper opens (at least partially with no delay)

when the air handler is tIRed 0N oo O O
3p. If in heating mode, checked that the outdoor air damper goes to its

minimum position (without completely closing) when the room

thermigSIanis SEES"T st frsmenrsmmsresmmssmsnssas s sl O @ O

3q. H'in cooling mode, checked that the outdoor air damper goes to its minimum

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

[0:80°E ad mixediairthesmostal insebSodiF owmmsmsmmmsngmpimmms O @ 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

SCIEWS OF BOIES are tIEht oo O @ O

*  Moving parts are free of impediments (e.g., rust, corrosion) ..................| O @ O
+  Electrical wire or pneumatic tubing connects to the damper actuator..... O @ O
+ The outside air thermostat(s) is functioning properly (e.g., in the right

location, calibrated COITECHIY} .o O 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

ACTOSS LETIMINALS 1itiiiceceieecetctreriee et eses e s s st e emsmenen o) O @ O
OR

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

D T st i 0 Bomems s msts ssms s s R i e S i O @ O

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

automatic reset freezesstals v R e O @ O

NOTE: HVAC systems with water coils need protection from the cold. The freeze-siat may
close the outdoor air damper and disconnect the supply air when iripped. 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

L1 R S @ O O

3w. Ensured that the mixed air stat for cooling mode is set no [ower
than the 100m thermostat SEHITE .ot sese oo @ O O

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

Lo0al PIABIIEES oo T T TS R e mnn s e O @ 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 ....... O @ O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications..........! O 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 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 s satisfied) O O

NOTE. If fan shuis off when the thermosiat is satisfied, adjust control cycle as necessary lo
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 @ O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between rooms and corridors are functioning ... @ 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 (inechanical

system.or operable WIdoWS). o st s s e @ O O
4d. BEnsured that supply and return vents are open and unblocked ...l @ O O

NOTE: If outlets have been blocked intentionally 1o correct drafts or discomfort, investigate
and correct the cause of the discomfort and reopern the vents.

4e, Modified the HVAC system to supply outside air to arcas without an outdoor

T SUTID Y rsrrimvamoi vy evses coms w305 3 £ K RS RS OS R 05 O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and. populAtDmERATEER .. . o R R O @ O
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 O
4h. Ensured that unit ventilators are quiet enough to accommaodate classroom

activities @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
D IO PO PITIINAES i avins s om s sio e i i i S FE AL i AoV s @ 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 activily.

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 openings) O @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
54. Checked (using chemical smoke) that air flows into exhaust fan grille(s) ....! O @ O

If fans are running but air is not flowing toward the exhaust intake, check for the following:
» [noperable daimpers
o Obstructed, leaky, or disconnected ductwork
o 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 {o surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

AUJACEIIL SPACES 1orernrrsareresersiorisssnsssisiss ustssassanss i ss s sis s st ar s s 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 4 irflow”).

5¢c. Ensured that air is flowing toward the exhaust intake ... O O

ACTIVITY 21: EXHAUST DUCTWORK
5d4. Checked that the exhaust ductwork downstream of the exhaust fan {which is
under positive pressure) is sealed and in good (61GY1F1 111 (o] (SRR @ O

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 cach ventilation

LTEEE s1vosse s esssssassennessonsannesdsisenseassh s ey Shbrint ss bins mmsssd PRI HEB s e e p e En s s m b st s O b a8 O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

UNAET CONSTACTAIION «.evvesticiri e ccrmem ey s O @ O
6e. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing quantity of outdoor air supply per person (226 inmns O @ O

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

TEVELS 11 TADIE L eevrs oo eescreemrsiesescecem s caaraa e b bbb bbb O @ O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities {22¢) meet
the recommended Tevels in Table 1. @ O

NOTES







Ventilation Checklist

Name: | homas Verville
School:  Griswold High School
Unit Ventilator/AHU No: _@u13
Room or Area: manufacturing Date Completed: 3-11-25
Signature: Gomaa VW%%
Instructions
1. Read the IAQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background _ -
information for la, Marked focations of ail outdoor air intakes on a small floor plan (for Yes No N/A
this checklist. gxample,.a.fitaescapeflonr Blan) wmammisrssnemamm snen s nmmmis O O
1b. Ensured that the ventilation system was on and operating in “occupied”
4 Keepine ITIOTE 1ttt ettt et et et et eee s e st eaeanesresasaesaassenaesssnsenees e seassesannsesaessesreereans) @ O O
Background

Information and

make a copy of o . .
this checklist for fc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

ACTIVITY 1: OBSTRUCTIONS

each ventilation O S e e e S S T e e e e s e O O
unit in your school, ld. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
as well as a frequently block an intake) ... @ O O
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
3. Complete the le. Checked ground-level intakes for pollutant sources {dumpsters, loading
Checklist. doeks; and bus-iding areas) o mrammammar e s Er @ O O
. ., 1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
' 9hec”k the "yes, toilet, or laboratory exhaust fans; puddles; and mist from
W Ok . Alr-CoNditioning cOOlNG LOWETS) 1..vvrivivsivierersivceseirisssis s © OO
net ap;_:llcabEe lg. Resolved any problems with pollutant sources located near outdoor air
box beside each intakes {c.g., relocated dumpster or extended exhaust pipe) o] @ O O

item. (A "no”

response
requires further ACTIVITY 3: AIRFLOW

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

Y p— li. Confirmed that outdoor air is entering the intake appropriately .........oi.evv...) @ O O

in the "Notes”

sention as 2. SYSTEM CLEANLINESS
LeREatal i ACTIVITY 4: AIR FILTERS
4. Return the checklist 2a. Replaced filters per maintenance schedule ..o @ O O
portion of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the BLOWIND RO o e A S S S T e O O
IAQ Coordinator. 2¢. Vacuumed filter areas before installing new filters.......cenenininimmid ® OO

2d. Confirmed proper fit of filters to prevent air from bypassing {flowing

ATB AT T HET o o P 0 o perspems s e s et s msmnnd O O
O

2e. Confirmed proper installation of filters {correct direction for airflow}.........1 @ O




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

21 Ensured that drain pans slant toward the drain (to prevent water from Yes No N/A

A O AT s5ren e i s s s e s PSS s SRS e O O
28, o oated AR DANE: v cossmmvmmemsssesevim e toss s s g ST A T O O
2h. Checked drain pans for moid and mildew ..o () O O

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

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

(air-mixing chamber and fan blades) is lean ... 8 O 8

2k. Ensured that UCts a8 CIBAM ©vvvvveieeeeeeoe et ess s ete e s st eee s essosste o

ACTIVITY 8: MECHANICAL ROOMS
21, Checked mechanical room for unsanitary conditions, leaks, and spills ......... @ O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and SUPPLES oo @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open {minimum position) ...... @ O O
3b. Ensured that minimum position provides adequate outdoor air

FOT OCCUPANES 1. cvuiiiii ittt e @ O O

ACTIVITY 9: CONTROLS INFORMATION
3e. Obtained and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,
and controls operations manuals (often uniquely designed) ..ovvveveveirinnnnn) @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct Position ... O O
O

Je. Settimeclocks apPropriately o i isssssrsmms i i O O
3f. Ensured that settings fit the actual schedule of building use (including

REERYWECKEIA USE) cviviiiiiiriiiieie ettt eesreeres e v s areserereere e erenend @ O 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 ..........ccocecivinin, O O
3h. Checked that the line dryer prevents moisture buildup ..o...ocoovveverciciinenin O @

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

lonmdomn Tetan i i s s R s B e ST O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no feakage or ODSIUCHIONS) oovivriorireieiricrine e, O @

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

FOr IISPECHON .o O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating rfange ... @ O O

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 ait handler ..., O @ O
30. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler 18 tUIRed OIL vt O @ O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

tHETHTOEHES SEETOIBOTE suvisruvmmmpurersunrnsums st s it sixas oS sv ATEa R s O @ O

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 t0 45°F .o O (= O
3r. Ifthe 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 tEht ..o O @ O

+  Moving parts are free of impediments (e.g., Tust, COTroSioN) ... O @ O
+ FElectrical wire or pneumatic tubing connects to the damper actuator ......| O @ O
+ The outside air thermostat(s} is functioning properly (¢.g., in the right

loeation, calibrated correethy)smmmmmammmmama s O @ 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 S eSS o o o S T ST O @ O
OR
3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates freeze stat was

DT T ) e e T S T B 20 A S S R R O @ O

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

AUTOMALIC Teset fTEeZE-SIAlS 1.iviiii vt s 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

R B 07T o 3 A3 3 453 555 AN A S L A S @ O O

3w, Ensured that the mixed air stat for cooling mode is set no lower
than:the room thermostat Seling o wammnn s iy s @ O O

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

TEIBE] PFAGHITIER: ravwsuoiomsatssssss oo o soass o5y e E 55 R oK S M SR o 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 ......! O O
3z. Ensured that dampers operate properly {for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications O @ 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 ouidoor temperatire,
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) ..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

PEFOLITN A8 TEGUITCU ..ot eer st sesr st se e s s e enecarans) O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUNCtioning ..........cvvcnnvavarinscosiismsnnnd @ O

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

d¢. Made sure every occupied space has supply of outdoor air {mechanical
system or operable windows) @ O O
4d. Ensured that supply and return vents are open and unblocked ....ooocooovvevnnn, @ O O

NOTE: [f 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 cutdoor

e e O @ O
4f. Modified existing IVAC systems to incorporate any room or zone layout

and population ChaNZEs ... e e s O @ O
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 VEIts ... @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
Frone Sl ARIINIETS « cvummmrssnnmmsimensorssssissssmsimss s eSS0 @ O O

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiliration of outdoor pollutants, the ventilation system is designed to
maintain positive pressurization in the building. Therefore, ensure that the system, including
any exhausi 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) coveciriiiree e rsee st eiess e O O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
Sa. 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:
» [noperable dampers
» Obstructed, leaky, or disconnected ductwork
« Undersized or improperly installed fan
* Broken fun beli




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

ST S PITES vosimvss TR 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").

Sc. Ensured that air is flowing toward the exhaust intake .o O @ 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 ......c.ooveiiivieeee e @ O

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

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

L O @ O
6b. Calculated the number of ocecupants served (22b) by the ventilation unit

UNAEE CONSIABTAION e viiviniiinireeteien et enn s se e asesabes v O @ 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¢} ... O @ O

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

levels inTable 1o O @ O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
thensepimmiended leval s Tablel s wwmmmmmsmanmsnssms et O @ O

NOTES







4,

. Read the /1AQ

. 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,
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
portion of this
document to the
IAQ Coordinator.

Ventilation Checklist

Name:
School:
Unit Ventilator/ AHU No:

Room or Area:

Signature;

thomas verville

griswold highschool
ahu14

cadd Date Completed: 3-4-25

eimaa rarvily

la.

. OUTDOOR AIR INTAKES

Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A
example, a fire escape floor PIA) i)

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

T T — @ O O

ACTIVITY 1: OBSTRUCTIONS

lc.

1d.

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

O COVIEES srevscres o8 10 T LT b4 e nsna s A £ A B B R S e @ O O

Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an iMAKE) ....cvvevecvieiieiiiitos oo s se ) @ O O

ACTIVITY 2: POLLUTANT SOURCES

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

docks, and bus-Idling areas) ... eeseneaesnsd @ O O
If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

air-conditioning COOLIME LOWEES) w.eurviruuiuevirris ettt ce s er s @ O O
lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) ......ococoovveveeand! O O
ACTIVITY 3: AIRFLOW
Ih. Obtained chemical smoke (or a small picce of tissue paper or light plastic) @ O O
li. Confirmed that outdoor air is entering the intake appropriately ... O O

2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS

2a.
2b.

2c.
2d.

2e.

Replaced filters:per-maintenaneeschieduls oownommmssnsamsssmumps @ O O
Shut off ventilation system fans while replacing filters (prevents dirt from
BlOWING dOWNSIIEAINY ..ottt ern s O O
Vacuumed filter areas before installing new FIHers........ooviceisicnenn @ O O
Confirmed proper fit of filters to prevent air from bypassing (flowing

ArouRd) the BIE TIHEY it s tsssmsemerssmssesirermmsmersrssrs s O O

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 Yes Ne N/A

i R 11 S O O

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

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

(air-mixing chamber and fan blades) iS Clean oo,
(®

2k. Ensured that ducts are Clemn ..o oo

ACTIVITY 8: MECHANICAL ROOMS
21. Checked mechanical room for unsanitaty conditions, leaks, and spills ......... @ O O

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

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at lcast partially open (minimum position) ...... @ O O
3b. Ensured that minimum position provides adequate outdoor air

O 0 Rl DT sy 80 B Vi o e SR S A O O

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) ......coo.vvoverrinnin.) @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position ........coooevveveveervonnn, O @
3e. Set time clocks apPrOPIIAELY .v..voeviecis et eses st O O

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

T EhtWEEKENTUSE) conrmimaremi i ssesesrsrsesesems s essssssenest sons corass] @ O 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 .........ccccovvrvrerrnn. O O @
3h. Checked that the line dryer prevents moisture buildup ......ooveeceerverinrsrinnn.n: O O @
31, Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

blow down the TANK) oo O O

3j. Set the line pressure at cach thermostat and damper actuator at the proper

level (no leakage or OBSITUCHIONS) ..o e ensnnd O O @
ACTIVITY 12: OUTDOOR AIR DAMPERS _
3k. Ensured that the outdoor air damper is visible for inspection ..............von.... O

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

BT U B B T o000 AR smpasos sasssmm s s A P PR S  eRE @ O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ............o.cocovvveen., @ O o

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 outdooer air damper fuily closes within a few minutes Yes No N/A

ofishutting off appropriate Al haAdle g mwmesarm rrmmsrasamsa sl O O
3o. Checked that the outdoor air damper opens (at least partially with no delay) _
when the air handler is turmned 0N .o O

3p. If in heating mode, checked that the outdoor air damper goes to jts
minimum position (without completely closing) when the room

thermostatils setitoi85°F wuannnaampmmnarmasresrn sann R S O O

3q. Hin 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 10 45%F ... O @ O
3r. Ifthe outdoor air damper does not move, confirmed the following items:

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

SCrEWS OF DOIES A1 EIZRE 1vovvers et ee e rer e e O @ O
ON®)

*  Moving parts are free of impediments (e.g., rust, corrosion) ................... O
*  Electrical wire or pneumatic tubing connects to the damper actuator......J O O
* The outside air thermostat(s) is functioning properly (e.g., in the right

lovation, ealibrated comectlyosmermppmmsmarrmmneanser s e O @ 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

AGFOSS TEHMING S e ] O @ O
OR

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

RS EE Y cocuwnensmmnnons osun sy pprvmessuosss R  S EE  T S EE E E E E  an @ O O

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

AUTOMALIC 1ESCL TTREZBmSEALS ..1ivireiiiierss e si et sisste sy st st reee st eeeeereenenees] O O

NOTE: HVAC systems with water coils need profection 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

AT e e e e e e e e o] O @ O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SEHNE oo O @ O

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper cconomizer settings based on design specifications or

B33 b T e S S e R SO O O

NOTE: The dry-bulb is tvpically set ar 63°F or lower,

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

NOTE: Economizers use varying amounts of cool ontdoor air to assist with the cooling
load of the room or rooms. There are two types of economizers, dry-bulb and enthalpy.
Dip-bulh economizers vary the amount of outdoor air based on outdoor temperatire,
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 retarn or relief fans)
that move outside air indoors continuously operate during occupied Yes No N/A
hours (even when room thermostat is satisfied) ......ococooovrerrioeeeies

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

4. AIR DISTRIBUTION

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

e E T R ———————————————————— (®) O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUNCHONING .....o.oo.vvoevvveveceeeees e @ 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
gystem or operable WINAOWS) .oovviiieiiiiee oo sesan ) @ O

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

NOTE: If outleis have been blocked intentionally to correct drafts 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

T L O @ O

4f. Modified existing HVAC systems to incorporate any room or zone layout

and population ChAIEES ..o se e e O @ O
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 O
4h. Ensured that unit ventilators are quict enough to accommodate classroom

HEHITIEE . e commemmmemmnan smaposscs s et s s S A S S B0 @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
Ot SO HO T IIINATS oncrsier i it s smensasmnensmsmenssesnsas seammmsramisstcsrensyosmmusil 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 example,

floor joints, p:pcopcmngs)o @ O

5. EXHAUST SYSTEMS

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

if Jans are running but air is not flowing toward the exhaust intake, check for the following:
* [noperable dampers
» Obstructed, leaky, or disconnected ductwork
* Undersized or improperly installed fan
* Broken fan belt




P WP A R A W

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

s (ol I ool WS S SO S RO

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 ......ccooveieeivee v, O @ O

ACTIVITY 21: EXHAUST DUCTWORK
5d. Checked that the exhaust ductwork downstraam of the exhaust fan (which is
under positive pressure) is sealed and in 2ood condition .......o.vverecresans @ O

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 @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

UNAET CONSIARTALION ...ooevee s s O @ 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¢) ......... O @ O

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

1evels in Table oo e e O @ O
te. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
the recommended Jevels i Table b cmsmmammmmsmneres s g O @ O

NOTES
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each ventilation
unit in your school,
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Ventilation Checklist

Name: thomas verville

School:  GFiswold highschool

Unit Ventilato AHU No: J@u-1
4000 wing

Ghemas wervwdle

Room or Area: Date Completed: 3-4-25

Signature:

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 floor Plan) .o O O
Ib. Ensured that the ventilation system was on and operating in “occupied”

] TT— @ O O

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

T e T Ty S @ O O

1d. Installed corrective devices as necessary (e.g., if snowdrifts or [eaves

frequently block an intake) ..o O O @

ACTIVITY 2: POLLUTANT SOURCES

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

Hf. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddles; and mist from

air-conditioning cooling tOWETS) ..o d @ O O
lg. Resolved any problems with poliutant sources located near outdoor air O O @

intakes (e.g., relocated dumpster or extended exhaust pipe} ..ovvcvericrnie)

ACTIVITY 3: AIRFLOW
Ih. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O

ONON®,

li. Confirmed that outdoor air is entering the intake appropriately .........ooooo.....

2. SYSTEM CLEANLINESS

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

2b. Shut off ventilation system fans while replacing filters (prevents dirt from
blowing dOWNSIICANIY .o.oviiviririeicenre it en s vesemre s @ O O

2c. Vacuumed filter areas before installing new filters. ... oo @ O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the it TIlEer . .o ) @ O O

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



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

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

LG TITTT T T T o SNSRI O O
2 Cleaned draiPans. s s Giiihmmmeme monysnsrmssen oo () O O
2h. Checked drain pans for mold and mildew ...........cooviceeiveveeoesiecrres s (o) O O

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

ACTIVITY 7: AIR-HANDLING UNITS, UNIT VENTILATORS

2j. Ensured that the interior of air-handling unit(s) or unit ventilator
(aiE-pnixing chamberand fin bladesyis:clean wuommumnmmmsssmsd @ O O

2k. Ensured that ducts a7 CIEaN .....vcuiriiirremirisimmississesiesnesiesesenssesssmsrssorsenad @ O O

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

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,
chemical produets, and SUPPIIES «wooeieieieiceecciee et s s e O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

TRl o ———— @ O O

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) .ooviveeeeeeia)) @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position ..........ocvoeeernnnn.! O (e)
Je. Set time clocks apPrOPriately ..oooiierieiieresie et es e O @

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

P WECRENAUSE) ..comsesmmssornssmmn s syt s ) @ O 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 ...........cccoeeverrnn.. O O @
3h. Checked that the line dryer prevents moisture buildup ....ooo.oovoverevioiiies s O O @

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

BLOW AOWI the TA1K) .oiiiers it e e ettt et oo O O

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (poledkage ot AhRlmeHENS] s G o S O O @

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

8 T R ——————— O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range..........cooooveeerennnnn, O O

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 outdeor air damper fully closes within a few minutes Yes No N/A

of shutting off appropriate air handler ... O O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler 1S $Urned 01 ..o e O O

3p. If in heating mode, checked that the outdoor air damper goes to its
minimum position {(without completely closing) when the room

thormestatiissetihn 8578 e s A s s O @ O

3q. Ifin cooling mode, checked that the outdoor air damper goes to its minimum
position (without completely closing) when the room thermostat s set
to 60°F and mixed air thermostat is set t0 45°F ..oooivvvinnirniiosnssrninsersnnn O @ 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 oF Bolts are HEh ..ot e O @ O
*  Moving parts are free of impediments (e.g., rust, corrosion) ..o O @ O
+ Electrical wire or pneumatic tubing connects to the damper actuator-......| O @ O
¢ The outside air thermostat(s) is functioning properly (e.g., in the right
(ST T MR o S i ) PSS ———— O @ 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

ACtOSSTEtminals scommummmmm R R R ] O @ O
OR

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

121 0751c1c 5 JRRRRURS PSSR OU @ O O

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

AUEOMAIC TCSCL fTEEZE-SLALS ...t iviviri ettt srer e e e s e reanasd @ O O

NOTE: HVAC systems with water coils need protection from the cold. The freeze-stat may
close the outdoor uir 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 sct no higher

ANAITEATIE s rrnsmsrs s esmbsosmissisin ss s swame s s 5 b o R O @ O

3w. Ensured that the mixed air stat for cooling mode is set no lower
thanithe room thermoStat SeMIIT s e T T B Enmaneed O @ O

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

VOGAL PIEHCEIEER 1rnommmimsnsenns s mssnsssinsin s oo s om0 s e S S T ST O 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 ......! O O @

3z, Ensured that dampers operate properily (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications...........] O O @

NOTE: Ecoromizers 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 enthaipy,
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 SatSTIEd) .o 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 system

POTfOIM A5 TEQUITEH....oviccvii et s r et O O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and cotridors are fUBCHONING ....ovvveiviiiimiiiierernsd @ 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 windows) @ O O
4d, Ensured that supply and return vents are open and unblocked ...ooovovvvvereeen. @ 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

T o] of - SISV S O O @
4f, Modified existing HVAC systems to incorporate any room or zone layout

and population changes ..ot O O @
dg. 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 O @
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

BTN e T s @ O O
4i, Ensured that classrooms are free of uncomfortable drafts produced by air

HOISHPPIN BTN cooramomsmmsosenmmms e T A @ 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 example,

floor joints, prpeopcnmgs)o O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) ....| O 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 contaminants from aveas such as bathrooms, kitchens,
and labs by keeping them under negative pressure (as compured to surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

]l ——————————————————————— O @ O

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

5c. Ensured that air is flowing toward the exhaust intake .........o.ooovveveveveroonn, O @ 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 ......cooveevovoeeenrn, O

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

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

;L ORI ————————————————— O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit

UIAET CONSIABTATION vviitv ittt ettt O (® 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¢)......... O @ O

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

TENGT U TBNE | oo 57 000 e oavasins s oy s o A o3PS AR O O
Ge. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22c) meet
1he Ectimeniled TorlednTible | conumesppmmmmmmmrmemee O @ O

NOTES
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this checklist for
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Ventilation Checklist

Name: thomas verville

School:  @riswold highschool

Unit Ventilator/AHU No: fau-2
g i Date Completed:

Hemaa vervile

Room or Area: 3-4-25

Signature:

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for Yes Mo N/A
example, a fire escape floor plan) .o

1b. Ensured that the ventilation system was on and operating in “occupied”

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

OF BT crmsoyss e poay Py s s F 030 R SRR 0 £ S o S A S g e @ O O

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an INAKE) ...vsveeeerisiiisimise ! O O @

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

docks; a1id Bus-TdHNg ArEas) st s o s s o sss s O O @
1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

air-conditioning COOHNG LOWELS) ...uuwuieiviinsiinisienmstisesssar e rsvoi s s sassssoned O O

tg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) .vovvernncn. ! O O @
ACTIVITY 3: AIRFLOW
1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
li. Confirmed that outdoor air is entering the intake appropriately ... @ O O

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ..o @ O O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

BIOWINE dOWNSIIERITIY ovvev s eiisissss s s s st s st s @ O O
Z¢. Vacuumed filter areas before installing new filers. ..ol O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

arotnd) the ir fIer o mmmenimms s e s s s O O
O

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



2. SYSTEM CLEANLINESS (continued)

ACTIVITY S: DRAIN PANS

2f, Ensured that drain pans slant toward the drain (to prevent water from Yes No N/A
N L T T L T

2g. Cleaned drain PANS .......ocooveeeireniinsinnins s escsessesssses et eos e @ O

2h. Checked drain pans for mold and mildew .........c..cocooveiinioiiiion i o O
ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are ¢lean ...viivconoeen s, @ 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 €lean ..o % 8

2k. Ensured that ducts are CLEAN ..o iveeeiee e eee e s et et san e

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

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash, _
chemical products, and sUPPHES ..o e @ O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at feast partially open (minimum position) ...... @ O O
3b. Ensured that minimum position provides adequate outdoor air

O O DT S o s o T s S P S T T B s mmpns s g e s @ O O

ACTIVITY 9: CONTROLS INFORMATION

Jo. Obtained and reviewed ali design inside/outside temperature and hamidity
requirements, contrels specifications, as-built mechanical drawings,

and controls operations manuals (often uniquely designed) .o..oooiviein @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position ... vvveeeieeececaen, O O (e)
3e. Set time clocks appropriately ..o O )

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

Bt T T T T T L T —— O O

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

ocoupied (day) setting and the unoceupied (night) setting ....ocovvvvericvivniarinnd O O @
3h. Checked that the line dryer prevents moisture BUildup ........oovvvv.oeveoseeereeseron OO

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

Bl e AT R s pimserromis s i T S R R el O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper

level {no leakage or ObSITUCHIONS) wvviiiieiincis st end O O @

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

£OT INSPEETION 1riiriiiiiiiiiiinniinranrisse e sesmsrscsssesesensseseressasserersrnssssperseragsesnssssserened O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ......oovevvvverviienid O O

NOTE: It is necessary to ensure that the damper is operaiing properly and within the normal
range to conlinue.




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 ... @ O O
30. Checked that the outdoor air damper opens (at least partially with no delay)
witen thicigis handler IS med O nusmmmemr T il 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 $et 10 B5%F .o O 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 et 10 45°F ..o ! O ® O
3r. Ifthe outdoor air damper does not move, confirmed the following items:
* The damper actuator links to the damper shaft, and any tinkage set
1 e o b Ll e 1 e R L W W—— O @ O
*  Moving parts are free of impediments {(e.g., rust, corrosion) ..o O @ O
*  Electrical wire or pneumatic tubing connects to the damper actuator......| O @ O

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

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

ACTIVITY 13: FREEZE STATS
38, Disconnected power to controls (for automatic reset only) to test continuity

ACTOSS EEETHNGLS o srmmvmmmmsriommvrssmasssissmssmsssswssesos s e nemses s s S 170 O @ O

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

L5157 = OSSP @ O O

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

AULOMALIC TESCE TTEEZE-SLAIS (1oveviriiii it e eenn @ 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 i3 set no higher

CITBIY B0 ™ B ittt napssess comsss s sesnanass sssnsss oset e et s s S mem AR g s s e O @ O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the roor thermostat SEINE v s s v s e O @ O

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

10CA] PLACLICES 1.evveiriicecceeiece et rrs e en bt ses e enes s e snessretone O 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 ...... O O @
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications...........! O 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 ouidoor 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) ..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 system

PETFOrm as TEQUITCH oo O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUnCtioning ........cwmessismimsimd @ O

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

dc. Made sure every occupied space has supply of outdoor air (mechanical
system or operable WindOWS) (oot eee et en e @ O

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

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

4e. Modified the HVAC system to supply cutside air to areas without an outdoor
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population CHANEES .ouvecriiriiiiri it e s s se et O O @
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 .........couoveneiresriiinn. O O @
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

e . @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
1E0H0 Sl A oo s T Sl @ 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 example,

floor JOINts, PIPE OPEIIIES) ovvireriririiiereres s e s esmrrsss s sscretet e e seseeened @ O

5. EXHAUST SYSTEMS

ACTIVITY 19;: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) O @ 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 contaminants from areas such as bathrooms, kitchens,
and labs by keeping them under negative pressure (as compared to suwrrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

AT BIDAROS s s s m e =Rs FAraA ST A A A A 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 .....ooooeeeveeeiccceececene, O @ O

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

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS

NOTE: Refer to "How fo Measure Airflow” for technigues.

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

N VS N USSP S DUV O Q) O

6b. Calculated the number of occupants served (22b} by the ventilation unit

U COnSTARtAtON seommn s e T s ] O ® 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¢) ......... O @ O

ACTIVITY 23: ACCEPTABLE LEVELS OF QUTDOOR AIR QUANTITIES
6d. Compared the existing outdoor air per persen (22¢) to the recommended

leviels (i Rable Lesrrnmrmmmnnmnussneanprrnrmerm i o ced O @ O
Ge. 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. @ O

NOTES







Building and Grounds
Maintenance Checklist

Instructions

. Read the 1AQ
Backgrounder and
the Background
Information for
this checklist.

. Keep the
Background
Information and
make a copy of
the checklist for
future reference.

3. Complete the

Checklist.

+ Check the “yes,”
“no,” or
“not applicable”
hox 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.

Name:
School:  fiswold soule street acad.

Room or Area:

thomas verville

building wide Date Completed: 2-24-25

homas verviZe

Signature:
1. BUILDING MAINTENANCE SUPPLIES
Yes No N/A
la. Developed appropriate procedures and stocked supplies for spill control ... O
b, Reviewed supply 1abels ... @ O O

lg.

1h.

t,

1j.

2a.
2b.

26:

2d.
2e.

2f.

2g.

3a.
b,
Je,
3d.
£

Ensured that air from chemical and trash storage arcas vents to

THE OHTODTE ..os e rmsmons mame s s s oo R P B TR P S0 T RS H TR F VA B R @ O O
Stored chemical products and supplies in sealed, clearly labeled

T LA TTTE T sy o e O S R 4 i s rsmessa s @ O O
Researched and selected the safest products available ..o @ O O
Ensured that supplies are being used according to manufacturers’

T R DTy pcremmm s s A 1 5 A B SR AT @ O O

Ensured that chemicals, chemical-containing wastes, and containers are

disposed of according to manufacturers’ INSIIUCIONS .ov. i @ O O
Substituted less- or non-hazardous materials (where possible} ..o @ O O
Scheduled work involving odorous or hazardous chemicals for periods

when the schoo] 15 UBOCCUPIE .iviwviitecariiiimiin s @ O O

Ventilated affected areas during and after the use of odorous or

hazardous Chemitals « i @ O O

GROUNDS MAINTENANCE SUPPLIES

Stored grounds maintenance supplies in appropriate areals) ... @ O O
Ensured that supplies are used and stored according to manufacturers’

IS ECTIONE o caras emmnmsmsnsnansanssmens sosfad 0 EHE SRS i ML o s GRS T e @ O O

Established and followed procedures to minimize exposure to fumes

FHOM SUPPLIES 1oevirrireicviiisisiniinisiisriris i ssssiarsssns s as st sas s e bt @ O O
Reviewed and followed manufacturers’ guidelines for maintenance .............. 8 8
Replaced portable gas cans with low-emission Cans ..o

Stored chemical products and supplies in sealed, clearly-labeled

CONEAITEETS 1evrvvsuverereenssnsssaseserssnsssest essisssssssins ssassebssiantensssasnen isriossnsrbssinsseranssens @ O O

Ensured that chemicals, chemical-containing wastes, and containers are
disposed of according to manufacturers’ INStrUCHONS ..o @ O O

DUST CONTROL

Instaiied and maintained barrier mats for entrances ... @
Used high efficiency vacuum DEES ... @
Used proper dusting technigUues ..o,
Wrapped feather dusters with a dust cloth ..o O
Cleaned air return grilles and air supply Vents .o, @



4a.
4b,
de.

Sa.
5b.
5¢.

Ga.
6b,

6c.

od.

e,

of.

7.

Ta,
7h.
Tc.
7d.

8.

8a.

FLOOR CLEANING

Established and followed schedule for vacuuming and mopping floors..........
Cleaned spills on floors promptly (88 NECESSATY) c.oviviriiiriieieereraarers oo,
Performed restorative maintenance (as neCeSSary) .o esriseeerecreenes

DRAIN TRAPS

Poured water down floor drains once per week (about 1 quart of water)
Ran water in sinks at least once per week (about 2 cups of water) .,...............
Flushed toilets once each week (if not used regularly) ..o.oooovoveeiricoiviriveeean

MOISTURE, LEAKS, AND SPILLS
Checked for moldy 0dOrS .o e ereis @ O O

Inspected ceiling tiles, floors, and walls for leaks or discoloration (may

INQICATE PEHHOMIC ICRKS) w.vvvvvverrovsrvosrsererssesessesssssseesseseeeeemseeeeeeeeeeses oo ® OO0

Checked areas where moisture is commonly generated (e.g., kitchens,

locker rooms, and BAtATOOMISY ...evr v et reee s @ O O

Checked that windows, windowsills, and window frames are free of

L L — @ O O

Checked that indoor surfaces of exterior walls and cold water pipes are

Tee Of COMAENSALE oottt e e @ O O

Ensured the following areas are free from signs of leaks and water damage:

Indoor areas near known roof or wall 1eaks ... 8 8 O

Walls around leaky or broken Windows ...
Floors and ceilings under plumbing ... i)

Duct interiors near humidifiers, cooling coils, and outdoor air intakes .........
COMBUSTION APPLIANCES

Checked for odors from combustion appliances ........ocvveoroveiiinroeee i) .
Checked appliances for backdrafting (using chemical smoke) ..o :
Inspected exhaust components for leaks, disconnections, or deterioration ... {®
Inspected flue components for corrosion and SO0t i)

PEST CONTROL
Completed the Integrated Pest Management Checklist...........cooevvvivvviiinnn, @ O O

NOTES




. Keep the
Background
information and
make a copy of
the checklist for
future reference.

. Complete the
Checklist.

. Return the checklist
portion of this
document to the
1AQ Coordinator.

Instructions

. Read the [AQ
Backgrounder and
the Background
Information for
this 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.

Integrated Pest Management
Checklist

Name:
School:

Room or Area:

thomas verville

griswold soule street acad.

building wide 2-24-25

Date Completed:

Signature:

1. OFFICIAL POLICY STATEMENT Yes No N/A
la. Developed or located the school’s official policy statement for integrated

pest management (IPM) .....cocivermmmmsmnim s s @ O O
2. DESIGNATING PEST MANAGEMENT ROLES
2a. Assigned and trained a qualified person to be the pest manager ......ooovves @ O O
2h. Involved decision makess in the IPM Program ... @ O O
9¢. Educated students and staff (the occupants of the building) about [PM

and asked them to keep their areas clean and free of Clutter e @ O O
2d. Encouraged parents to learn about [PM practices and implement them

AT RBTI R, . s sy R e st R SRR R aT @ O O
Je. Developed a program to educate and train all [IPM PArticipants ... @ O O
2f. Included language about IPM into contracts with pest management

PYOTESSIONALS 1.cuuusivsmvasisresinssssnsesasmsssmrmssarasssmsnsas s st aasas s s s s @ O O
3. SETTING PEST MANAGEMENT OBJECTIVES
3a. Set approptiate pest management objectives for school buildings (such as

preventing pests from interfering with students’ learning environment

and preserving the integrity of the building SHUCTITE) L. irsmsnysssmi @ O O
3b. Set appropriate pest management objectives for school grounds (such as

providing safe ptaying areas and the best athletic surfaces possible} ..., @ O O
4. INSPECTING, IDENTIFYING, AND MONITORING
4a. Inspected all buildings and grounds for pest evidence, entry points,

food, water, and harborage SIHES ..o
4b. Identified potential pest habitats in buildings and aroUNds sasmsssameemd O O
4¢. Pinpointed the source of any current pest PLOBIEIMS oot O O
4d. Monitored to determine the extent of pest problems and to estimate pest

POPULATIONS ....coouserssiiinssssbrsbssnsismss st ab bbb @ O O
4e. Developed plans to modify habitat (for example, exclusion, repair, and

sanitation efforts) to prevent or resolve any pest problems .o @ O O
4f. Established a monitoring program that consists of routine inspections to

estimate pest population levels and identify evidence of pests and

POENiAl RADIIAL 1ovvviisssssssiesssisussm st s @ O O



Sa.

5b.

5¢,

6.

SETTING ACTION THRESHOLDS

Evaluated all available data obtained through inspecting, identifying,

S O O T e e B o s T S T o R T B

Determined how many pests the school buildings, grounds, and

(o) BieT B pE 1 o b 60 =t 7 | [ R S ———
Set dttiondbresholdY smenmmsm s s S s

PREVENTIVE STRATEGIES

INDOOR SITES
Implemented appropriate strategies to prevent pests from inhabiting the following areas:

64,

7a,

7h.

e

7d.

Te.

This

1g.

< RIETVWAVE .. i i G e et s s s s e E A e e e g
B | AESTGETTONIIAS) oo T8 S 55 5 O SR S0
* GYIMNASIINS Locomir ittt e sm s es e
C5 (Gl e g [0 0 S U O SR
8 TTIEOS o vrrreee e et ie s e ety raesee e s me b escemb e e eae e e eheeaense st e st es et saeeraene e neea
RESPATT TOUITIES susureunsronmamenssws s 0008 S 45575 4T S R SRS B GAR
< BANTOOTES oo U B eSS atonsbhnr e pumsrns i e P T
sFogd preparation A Ser VNG AEEES .o e cmmmmsssm s sy
» Rooms with extensive plumbing ...t
i L RN (= IR BT o ol £ DR RE IR SRR ————

o P T D O R v s T 0 P TS R P G 49
» Lawns and athletic fields ...
«Tegching gardens or greenNOUSES v s
OAEroT Taly isialnled < SRR R T,
o DT FEICES. o o TR s e D e e R PP B S
+ Areas with ornamental shrubs and trees ..o

PESTICIDE USE AND STORAGE

Explored alternative pest management methods before concluding that

pesticiHes WETE TECESEANY. 1. o vorsissssasmpoummmsm s sssssssensmmmssnsmasassssens sssmpasns

Ensured that pest management professionals integrate IPM into their

testmanagenent Methodsi v maammnammmsia s oo

Identified the least toxic, target-specific chemical (or pesticide
formulation) that is the most effective to address the pest problem,

preferably as baitsand granules ..o

Reviewed and followed all label instructions on pesticides and learned

how to properly apply and handle these chemicals ...

Used spot-treatment (or bait, crack, and crevice applications) to apply
pesticides whenever possible and only treated the obviously infested

planks RtE AT s omsnss e s s ot s B
Used protective clothing or equipment when applying pesticides.............

Piaced all pesticides in tamper-resistant bait boxes or locations that are

inaccessible to children and non-target sPecies ......ocvviveviiercvrriinsiieens

Yes No N/A

® 0O

O 00
NoXeXe,

® O 0O

MOROR®
© O O
HONGR®)




7h,
7i.
7.
7k.

71

7m.

Tn.
To.
p.

7q.

8a.
8b.

gc.

. PESTICIDE USE AND STORAGE (cont.)

Locked or fastened lids of all bait boxes and placed bait away from the Yes No N/A
513 )0 91 03 201 s o 01 by SRRSO |

Applied pesticides when occupants were not present or in areas where
they would not be exposed to the chemicals .o @ O O

Ensured that school occupants (students and staff) are notified of
upcoming pesticide applications through posted notices and/or letters.......... @ O O

Ensured that parents are notified of upcoming pesticide applications

TR SRS, . s . S T S B T T B R T S @ O O

Kept copies of current pesticide labels and information on pesticides

easily TCeESBIBICL oy P R RS S ST @ O O

Stored pesticides off site or in areas that are locked and accessible only to

dEgiBiiated et e e T e T T S @ O O
Ensured that storage areas are adequately ventilated and are located away

from areas prone to flooding or where spills or leaks may contaminate

EIYEECTITIIIIIRITY e ounmosesmsms s ittt s S e LN R AT SR ST P @ O O

Ensured that lammable liquids are stored away from ignition sources ..., @ O O
Ensured that pesticides are stored in their original containers and alt lids

HEEIEENEely FASTOMEE cormmsmmsrmssmis s S SRR RY A I e @ O O
Ensured that air in the storage space cannot mix with the air in the central

ERTHAON SRS s s o S T e S S P S @ O O
EVALUATING RESULTS AND RECORD KEEPING

Ensured that accurate, up-to-date records of IPM practices and a pest

management log for each property are Kept ... @ O O
Ensured that pesticide records necessary to meet all state, jocal, and school

board reguirementsare MaNtAINed o wnwramiinmmms s s @ O O
Ensured that each log book contains the following items:

» Copy-of the grest-managenienbplan .. st mmm o O O
+ Service schedules for maintenance of buildings and grounds ..........ccoeeni, 8 8
sCurrentEPAzrepistered Iabel st mwmmmimassmmassmssmmmmevsmis s (o)

« Current Material Safety Data Sheets (MSDS) for each pesticide project ...

* Pest surveillance data SHeetS .o e e 8 8 8

+ Diagram noting the location of pest activity, traps, and bait stations ...,

NOTES







Walkthrough Inspection Checklist

thomas verville

Name:

School:  griswold soule street acad.

Room or Area: building wide Date Completed: 2-24-25

Signature; %}M,ﬁd/ mw%

1. GROUND LEVEL

instructions _ Yes No N/A
la. Ensured that ventilation units operate properly e @ O O
1. Read the IAdQ 1b. Ensured there are no obstructions blocking air intakes..........ccococevverioreen.n) © OO
iicg% ;iuiojggnd lc. Checked for nests and droppings near outdoor air intakes .........ooooveieriernd © O O
9 id. Determined that dumpsters are located away from doors, windows, and

Information for i gy @ O O

this chaskliss OUtOOT AL NLAKES ovvrov v s e

le. Checked potential sources of air contaminants near the building

2. Keep the (chimneys, stacks, industrial plants, exhaust from nearby buildings) ...........! @ O O
Background 1f. Ensured that vehicles avoid idling near outdoor air intakes .............c.cc..c......d ® OO
Information and lo. Minlmized gestieide applioation s S ONOR®)

make a copy of
the checklist for
future reference.

lh. Ensured that there is proper drainage away from the building (including

ROB L THOVITISIOMINY .meseomesssmsnssmarissssssnsssoton s st s s b A @ O O

1, Ensored that sprinklers spray away from the building and outdoor

3. Complete the BT EIKES 1orvvvve v ceeessessess sttt ssseeseseersesses ® OO
Checklist. 1j. Ensured that walk-off mats are used at exterior entrances and that
+ Check the “yes,” they are cleaned Te@UIATIY oot rasear st s s @ O O
“no,” or
“not applicable” 2. ROOF
box beside each
item. (A “no” While on the roof, consider inspecting the HVAC units (use the Ventilation Checklist).
respOise 2a. Ensured that the roof is in good condition ...........cococeoivicieecorceee ] ®© OO
FecjLiEess further 2b. Checked foievidence 0l Water pOnAINE oumnm i
AT 2¢. Checked that ventilation units operate properly (air flows in) ..o % 8 8
» Make comments 2d. Ensured that exhaust fans operate properly (air flows out).......coooovvorierinians! © OO
in the "Notes” 2e. Ensured that air intakes remain open, even at minimum setting .................... ONOR®
skcllon as 2f. Checked for nests and droppings near outdoor air intakes ..o @ O O
o 2g. Ensured that air from plumbing stacks and exhaust outlets flows away
4. Return the checklist fEorm OO 0T AIHNEAKES coviesrmsrussmonssmmorssessessmmns sosmsmssns st sssissssssussssiesosns) @ O O
portion of this
document to the
IAQ Coordinator. As AT
3a. Checked for evidence of roof and plumbing leaks® O O
3b. Checked for birds and animal DESIS vveree i @ O O

4. GENERAL CONSIDERATIONS

4a. Ensured that temperature and humidity are maintained within
ACCEPTABLLE TANEES 1o ivorieiir it ettt et st st sn et sae e o 8
4b. Ensured that no obstructions exist in supply and exhaust vents ... (e)
de. Checked fOr 00TS i e ere e s are e e O §
4d. Checked forsignsof ol andimildesgromibhi. cmmsmmmmmmmsnd © O O




4. GENERAL CONSIDERATIONS {(continued)
4e.

4f.

4g.

b

5a.
Sb.

6a.

6b.

6e.
6d.

7a.
7b.
Hio,
7d.

8a.

8b.

Checked for signs of water damage ..o, @ O O
Checked for evidence of pests and obvious food sources ..o @ O O
® O O

Noted and reviewed all concerns from school occupants .vciiinecnennnd

BATHROOMS AND GENERAL PLUMBING

Ensured that bathrooms and restrooms have operating exhaust fans ............! @ O O
Ensured proper drain trap maintenance:

Water is poured down floor drains once per week (approx. | quart of water)(®}

Water is poured into sinks at least once per week (about 2 cups of water) ...(®)

Toilets are flushed at least once per Week ....c.covvviiniinniionescenen @ O O
MAINTENANCE SUPPLIES

Ensured that chemicals are used only with adequate ventilation and when

brlding s nnoteupiedh o s s @ O O
Ensured that vents in chemical and trash storage areas are operating

PIOPCITY oviieemeibtit et @ O O
Ensured that portable fuel containers are properly closed ..o @ O O
Ensured that power equipment, like snowblowers and lawn mowers, have

been serviced and maintained according to manufacturers’ guidelines.......... @ O O
COMBUSTION APPLIANCES

Checked for combustion gas and fuel 0dors v )

Ensured that combustion appliances have flues or exhaust hoods ................

Checked for leaks, disconnections, and deterioTation ......ocveveveivreeeoreecrieerad @ O O
Ensured there is no soot on inside or outside of flue components................ @ O O
OTHER

Checked for peeling and flaking paint (if the building was built before

1980, this could be a fead AZATY ...v.v.vvvvvvvvsrossremsereeoimsesssrsssssinsssssmsmssssserssess @ O O
Determined date of 1ast radomn test . ... oo @ O O

NOTES




b

Waste Management Checklist

Name: 1 homas Verville
sehool:  driswold soule street acad.
building wide

Date Completed:
ﬁﬁi%h@aazfouztowzééz

2-24-25

Room or Area:

=
13
)

!

)

)

)

)

)

’

)
)

»
4
-1

Signature:

Instructions 1. WASTE MANAGEMENT Yes No N/A

la. Ensured that waste containers are appropriate for use (for example,
1. Read the /AQ tood wastercontamersishiould have lds) s ammmmmmsmmi s o)
Backgrounder and

the Background Ib. Ensured that waste containers are lined .......cccovvonnrinniinimeneeind) O O
: lc. Ensured that waste from art, science, vocational classes, etc., are
Information for
this checklist. handled separa’tefy ........................................................................................... @ O O
1d. Labeled recycling bins clearly ... @
2. Keep the fe. Ensured number of bins and dumpsters is adequate ..o ninn) @
Background . . . . - )
: If. Ensured appropriate location of dumpsters {i.e., away from air intakes,
Infermation and ) ; . ) s .
doors, and operable windows in relation to prevailing winds) .......cocovevoeis @

make a copy of le. Ensured . (o arl
the checklist for g. Ensured waste containers are emptied regularty ..o 4

future reference. 1h. Ensured appropriate waste removal SChedULe ...oooecvevcciveeee e
1i. Ensured waste is stored in a well-ventilated room ......ocoocooevvveecrervererei i d
1j. Ensured any exhaust fans in the room are operating properly .....cccocoviini.!
1k, Checked waste storage areas for adors, contaminants, or signs of vermin ...

3. Complete the
Checklist.

+ Check the "yes,”
“no,” or
“not applicable”
box beside each
item. (A “no” NOTES
response
requires further
attention.)

00000,
OOCOOO0 OO
OOO0000 OO

+ Make comments
in the “Notes”
section as
necessary.

4, Return the checklist
portion of this
document to the
IAQ Coordinator.







1.

3.

4.

. Keep the

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,
as well as a

copy for future
reference,

Complete the
Checklist.

* Check the "yes,”
“ne,™ or
“not applicable”
box beside each
item. (A “no”
response
requires further
attention.)

* Make comments
inthe “Notes”
section as
necessary,

Return the checklist
portion of this
document to the
|AQ Coordinator.

Ventilation Checklist

Thomas Verville

Name:
School:  Soule street
Unit Ventilator/AHU No: HY1

3-11-25

Room or Area: building Date Completed:

Signature: Homaa varniile

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan {for Yes No N/A
example; adircescape flove PIARY v rnn e v R e o

1b. Ensured that the ventilation system was on and operating in “occupied”

T LSOO OUTS OSSOSO @ O O

ACTIVITY 1; OBSTRUCTIONS
fc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

O COVETS covramrmmaness s sy R e R T e S S R e @ O O

ld. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an intake) ..o e, @ O O

ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for poliutant sources (dumpsters, loading

docles, and bussrd g ateas) o npmummmaasssr T @ O O
if. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

toilet, or laboratory exhaust fans; puddles; and mist from

air-conditioning COOliNG LOWETS) o i es e s s enern) @ O O
lg. Resolved any problems with pollutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust pipe} «.o.oevoeeinnnd) @ O O

ACTIVITY 3: AIRFLOW
1h. Obtained chemical smoke {or a smali piece of tissue paper or light plastic) @ O O
li. Confirmed that outdoor air is entering the intake appropriately ..., O O

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replaced filters per maintenance schedule ... @ O O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

blowmg dowWnSHIEEIN) seesm e o o o S 0 er s s smmmspssmpmsspae O O
2¢, Vacuumed filter areas before installing new FIlters ... v icivicice e, @ O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

T ala e ol s ] T Y T
Ze. Confirmed proper installation of filters (correct direction for airflow) .........! O O



2. SYSTEM CLEANLINESS {continued)

ACTIVITY 3: DRAIN PANS
2f. Ensured that drain pans slant toward the drain (to prevent water from Yes No N/A

ACCUMUIATIIIEY +vocviuinissiinissaianmivierersesssssss st s s e s O O
2g. Cleaned drain PANS ....oermrereree i s O 8

2h. Checked drain pans for mold and mildew ... O

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ... @ 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 ... % O 8

2%, Ensurcd that QUGS 8T CIEAT .uiiivirrirees et isi s s

ACTIVITY 8: MECHANICAL ROOMS
21, Checked mechanical room for unsanitary conditions, leaks, and spills ........ @ O O
2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and SUppEs ... @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partially open (minimum position) ... O O
3b. Ensured that minimum position provides adequate outdoor air

LOT DCCUPANES o cvvranisnsisisistorsrintissvass orsisenssssss et aaesrarssstvb b aTe s anms s e a2 128002 @ O 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) ... @ O O

ACTIVITY 10: CLOCKS, FIMERS, SWITCHES

1d. Turned summer-winter switches to the correct position ... 8 O %
3e. Set time clocks appropriately .o O

3f. Ensured that settings fit the actual schedule of building use (including

NIght/WEEKENM USE) wovivrriorssiciuss et s @ O 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 ...
3h. Checked that the line dryer prevents moisture buildup ..o O O

3i. Replaced control system filters at the compressor inlet based on the
compressor manufacturer’s recommendation (for example, when you

Blow dowrl the tAIK) c.viveiieien i s O O

3j. Set the line pressure at cach thermostat and damper actuator at the proper
level (no leakage or OBSHUCHONS) 1ovireenceoni s O O @

ACTIVITY 12: OUTDOOR AIR DAMPERS _
3k. Ensured that the outdoor air damper is visible for Inspection ...l O O
31, Ensured that the recirculating relief and/or exhaust dampers are visible

FOF INSPECHION 1.orearscurrieriararsesiarssens e b issbssbsbs e bes sk b s O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ... O O

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 Bandler ... e s O @ O
30. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler IS turned 011 . @ O

3p. Ifin heating mode, checked that the outdoor air damper goes to its
minimum position {without completely closing) when the room

thermostat 15 SEt £0 B85%F Lottt eer e e eeen s O @ O

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

10B0°E and aixedalrthermoskat fssol BB s O ® 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 oF bolts are HEht o] O @ O

*  Moving parts are free of impediments (e.g., Tust, corrosion) ... O @ O
* Electrical wire or pneumatic tubing connects to the damper actuator ......! O ® O

* The outside air thermostat(s) is functioning properly {(e.g., in the right
location, calibrated COITECY) ..o O @ 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 TEIMINALS .ooiiritiivns et rer s ee et ee s enen e O @ O
OR

3t. Confirmed (if applicable) that depressing the manual reset button (usually
red) trips the freeze stat (clicking sound indicates freeze stat was

IPPEA) st e O @ O

3u. Assessed the feasibility of replacing all manual reset freeze-stats with

antematic resatfieereSttE e O @ O

NOTE: HVAC systems with water coils need protection from the cold. The fieeze-stat may
close the ouidoor air damper and disconnect the supply air when tripped. The typical trip
range is 35°F fo 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

3v. Ensured that the mixed air stat for heating mode is set no higher

Ll T @ O O

3w. Ensured that the mixed air stat for cooling mede is set no lower
than the room thermostat SEHINE .o @ O O

ACTIVITY 15: ECONOMIZERS
3x. Confirmed proper economizer settings based on design specifications or

e o e T O @ O

NOTE: The dry-bulb is typically set at 65°F or lower:

3y. Checked that sensor on the economizer is shieided from direct sunlight ....... O @ O
3z. Ensured that dampers operate properly (for outside air, return air,
exhaust/retief air, and recirculated air), per the design specifications...........] O O 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 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) . ....oinnnnnend

NOTE: If fan shuts off when the thermostat is satisfied, adjust control cycle as necessary 1o
ensure sufficient outdoor aly supply.

4. AIR DISTRIBUTION

ACTIVITY 17: AIR DISTRIBUTION
4a. Ensured that supply and return air pathways in the existing ventilation system

perform as required ....ccviir s O O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between rooms and corridors are functioNing ... @ 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 WIndows) ... @ O

4d. Bnsured 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 venls.

4e. Modified the HVAC system to supply outside air to areas without an outdoor

BT BT DTN s S e ot 5 S A 5 G YR BAE  n O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population CHANEES .oivrriiiiereerseseees s O @ O
4g. Moved all barriers (for example, room dividers, large free-standing

blackboards or dispiays, bookshelves) that could block movement of

air in the room, especially those blocking air vents ... @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

TEHINITIDE sosvmenssnnssrmnsemnueminrersrnmmnsasmmmsss s DR D T B S ) O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
from supply terminals @ 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 example,

floor joints, pipe openings) O @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grille(s) ....! O O

If fans are running but air is not flowing toward the exhaust intake, check for the following:
» Inoperable dampers
«  Obstructed, leaky, or disconnected diuctwork
s 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

AJACEIIT SPACES vt vttt et en s s e e

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 ......coocoeeievniiiieveiinn, O @ O

ACTIVITY 21: EXHAUST DUCTWORK
53d. Checked that the exhaust ductwork downstream of the exhaust fan {which is
under positive pressure) is sealed and in good condition ...

6. QUANTITY OF OUTDOOR AIR
ACTIVITY 22: OUTDOOR AIR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to "How to Measure Airflow” jor techniques.

6a. Measured the quantity of outdoor air supplied (22a) to each ventilation
UTHEL 1ottt ettt en e s a8 RS s s s
6b. Calculated the number of occupants served (22b) by the ventilation unit
e GO NS THB A IO wvos s srammrrwsssmmssuss v sy 430y T3 T T ST PSSt E 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¢) ...

ACTIVITY 23: ACCEPTABLE LEVELS OF OUTDOOR AIR QUANTITIES
6d. Compared the existing outdoor air per person (22c¢) to the recommended

Lewels 111 TABEE L s s s s s s s s s
6¢. 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 T

28 9
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Food Service Checklist

Griswold Public Schools
Griswold Elementary School

Room or Area: Kitchen Date Complete
Signature: é l., E E;\j

1. COOKING AREA

Name:

School:

4 34125

Instructions _ _
la. Determined that local exhaust fans operate properly (note if fans are Yes No N/A
1. Read the IAQ EXCEESIVEIY DOTEY) 1oorusesssnsssorssmsnssssrspnssssssasssssssnsanssssastsssssssssssssssssssnasasssssassrsssasd
Backgrounder and 1b. Checked for odors near cooking, preparation, and eating areas ....................
the Background lc. Ensured that exhaust fans are used whenever cooking, washing dishes,
Information for and cleaning
this ehackIist. ! e )
Id. Determined that gas appliances function properly .........cccoeeveveirinivinenrirninnnd
2. Keep the le. Verified that gas appliances are vented outdoors .......cc.occevverirerervnresrirereennnd
Backg ro'»_‘"d If. Ensured there are no combustion gas or natural gas odors, leaks, back-
Information and drafting, or headaches when gas appliances are used ..........ococevvrveieiriiininnnd!
make a copy of lg. Ensured that kitchen is clean after use ..o

trsEnacklist foF 1h. Checked for signs of microbiological growth in the kitchen, including

Puture: refesence. the upper walls and ceiling (for example, mold, slime, and algae)................! @ O O
3. Complete the 1i. Selected biocides registered by EPA (if required), followed the
Checklist. manufacturer’s directions for use, and carefully reviewed the
« Check the “yes,” . met.h?d of app'Iicatioln ....................... s e s @ o O
“no,” or 1j. Verified the kitchen is free of plumbing and ceiling leaks (signs include
“not applicable” stains, discoloration, and damp 8reas) .......ccccceveemreiiimimnris e O O
box beside each
item. (A “no” 2. FOOD HANDLING AND STORAGE
response
requires further 2a. Checked food preparation, cooking, and storage areas for signs of insects
attention.) and vermin (for example, feces Or TEMAINS) .....covevreeriiieiiniinisiiene i @ O O
2b. Stored leftovers in well-sealed containers with no traces of food on outside
* Make comments Surfaces
inthe “Notes” | . SUrfaces oo s s s
Isr:action 55 2c. Ensured that food preparation, cooking, and storage practices are sanitary ..
necessary 2d. Disposed of food scraps properly and removed crumbs .........cocoevveiiirnnnnn)
i 2e. Cleaned counters with soap and water or a disinfectant (according to
4. Return the checklist SCROOI POLICY) vovvevererervirvniresaisssisnssesssisssss s ss s sse sl ® OO
portion of this 2f. Swept and wet MOPPEd FlOOTS ....vvvevurersinrsivnsenssesiisssssssssssssssssessressessssssssseeed ® OO

document to the
IAQ Coordinator.

3. WASTE MANAGEMENT

3a. Selected and placed waste in appropriate CONLaIners .........ccoevvvirvererererenennn, 8
3b. Ensured that containers’ lids are securely closed .........ccoeeviviciniiiiiininnd)
3c. Separated food waste and food-contaminated items from other wastes,
ORI B rocemmasr e v O T S T T L P e T e B T T
3d. Stored waste containers in a well-ventilated area ..........ccooeverevirriviisininnnn) 8 8 8

3e. Ensured that dumpsters are properly located (away from air intake
vents, operable windows, and food service doors in relation to

Prevailing wANIASY. Jommsmmaniimon s s R R T @ O O




4. DELIVERIES

4a. Instructed vendors to avoid idling their engines during deliveries

4b. Posted a sign prohibiting vehicles from idling their engines in
receiving areas

4c. Ensured that doors or air barriers are closed between receiving area

AN KITCHEIM .ottt st eee s ere e
NOTES Ne Finpings NI  Co RReCTE ACTioN iNeeEped =t J
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Instructions

1. Read the IAC
Backgrounder and
the Background
Information for
this checklist,

2. Keep the
Background
[nformation and
make a copy of
the checklist for
future reference.

3. Complete the
Checklist.

+ Check the “yes,”
“no,” or
“not applicable”
box beside each
item. (A “no”
response
reguires further
attention.)

+ Make comments
in the "Notes"”
section as
necessary.

portion of this
document to the
|AQ Coordinator.

Return the checklist

Food Service Checklist

Name:
School:

Room or Area:

Signature: m

Griswold Public Schools
Griswold Middle School
Kitchen

Date Completed: 3/6/25

lg.
ih.

Ii.

1j.

2a.

2b.

2T
2d.
2e.

2f.

3a.
3b.
3.

3d.
38

. Checked for odors near cooking, preparation, and eating areas ............ouoeee..
. Ensured that exhaust fans are used whenever cooking, washing dishes,

. Determined that gas appliances function properly ......cccovevrcvvivvineiniinnn | C

. COOKING AREA

. Determined that local exhaust fans operate properly (note if fans are

BXCESSIEY MOTSY oo T A AT

] o .

Verified that gas appliances are vented OUtAOOIS oo :
Ensured there are no combustion gas or natural gas odors, leaks, back-
drafting, or headaches when gas appliances are used .......ooeviiereennneinnend )

Ensured thatkitchen is clean:afler usei . 8 8 8
Checked for signs of microbiclogical growth in the kitchen, including

the upper walls and ceiling (for example, mold, slime, and algae) ................. @ O O
Selected biocides registered by EPA (if required), followed the

manufacturer’s directions for use, and carefully reviewed the

11511 1174 UG & 7o) o3 o i L 1 RSOV O @ O O

Verified the kitchen is free of plumbing and ceiling leaks (signs include
stains, discoloration, and damp Areas) ........cciieiirimiin i

FOOD HANDLING AND STORAGE

Checked food preparation, cooking, and storage areas for signs of insects

and vermnin (for example, feces Or remManSs) vviirieeieieece e @ O
Stored leftovers in well-sealed containers with no traces of food on outside

1 L —— O
Ensured that food preparation, cooking, and storage practices are sanitary .. O
Disposed of food scraps properly and removed crumbs ..o O
Cleaned counters with soap and water or a disinfectant (according to

S PO B e e O B T b ST e ot o A s @ O
Swept and wet mopped flOOTS ..o @ O

OO OO0 O

WASTE MANAGEMENT

Selected and placed waste in appropriate CONtAMIETS ..o 8 8
Ensured that containers’ lids are securely ¢losed ... ()

Separated food waste and food-contaminated items from other wastes, _

I POSSTDIE . vvvvosivsssssesssissnssssse s s e eesss e sss s ess s e sseessenes O

Stored waste containers in a well-ventilated area ..........occvvevcnininininininnnnd 8 8

Ensured that dumpsters are properly located (away from air intake
vents, operable windows, and food service doors in relation to

prevailing WIndS} oo s @ O O



4. DELIVERIES

Yes N
4a. Instructed vendors to aveoid idling their engines during deliveries @) '25 6
4b. Posted a sign prohibiting vehicles from idling their engines in

FECCIVINIALEAS oumsvmrassomssissons o o as s o v T P O TFY O FRRTVTe @ Q O

4c. Ensured that doors or air barriers are closed between receiving area

IO oo msmemseomsm s s i s s S A SN @ o O

NOTES »e Fepwes  Tar ool Co QRestons e Q

£
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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

Name:
School:

Room or Area:

Signature:

Griswold Public Schools
Griswold High School
Kitchen

& 307125

Date Complete

1j.

2a.
2b.
2c.
2d;
Ze.

21,

&

3a.
3b.
36

3d.
3,

. Determined that gas appliances function properly ... '
. Verified that gas appliances are vented outdoors oo O

. Ensured that kitchen is clean after USe ..o
. Checked for signs of microbiological growth in the kitchen, including

. COOKING AREA

Determined that local exhaust fans operate properly (note if fans are Yes No NJ/A
EXCESSIVELY TI0ISY) 1iriieieeiecvers e e rees et et ese s ensssnetars e %

. Checked for odors near cooking, preparation, and eating areas ...
. Ensured that exhaust fans are used whenever cooking, washing dishes,

AN CEBAIIIE 1ouiiiiiisinric i reraesrraeen s reresas e esasteseessssnsesnessesesbassassessssarassnins ) L

Ensured there are no combustion gas or natural gas odors, leaks, back-
drafting, or headaches when gas appliances are used ......ccoveeieircereieinns!

the upper walls and ceiling (for example, mold, slime, and algae) ................! @ O O
Selected biocides registered by EPA. (if required), followed the
manufacturer’s directions for use, and carefully reviewed the

method of apPlCAION v bt @ O O

Verified the kitchen is free of plumbing and ceiling leaks (signs include
staing, discoleration, and Jamprareas]o s g @ O O

FOOD HANDLING AND STORAGE

Checked food preparation, cooking, and storage areas for signs of insects
and vermin (for example, feces or remaing) ..o,
Stored leftovers in well-sealed containers with no traces of food on outside
S S e T T T D s nmes o sannss oo S A S g

Ensured that food preparation, cooking, and storage practices are sanitary ..

Disposed of food scraps properly and removed crumbs ..ooovovcviiini il {
Cleaned counters with soap and water or a disinfectant {according to

Sie 1at0] Lo 1o £ U S RO R SO @ O O

Swept and wet mopped fT00TS i) @ O O
WASTE MANAGEMENT

Selected and placed waste in appropriate CONtAINGLS .o o

Ensured that containers’ lids are securely closed .....cocoocivicicinrecsiiininnnnd ()

Separated food waste and food-contaminated items from other wastes,

T PESSIBIE s e e T AT e mesamesmaasaenss sssasan omsrxonssn @ 8 8
Stored waste containers in a well-ventilated area .......ccovveccvievereiniecricriennnn. @

Ensured that dumpsters are properly located (away from air intake

vents, operable windows, and food service doors in relation to

PrevAIlTPIWIRAS) o nmmuarmrr e R T S T O @ 0 o



4a,
4b.

4c.

DELIVERIES

Yes N
Instructed vendors to avoid idling their engines during deliveries ................. @ '8 6
Posted a sign prohibiting vehicles from idling their engines in

I AT R o T T e s A A A P AR SRR A5 @ O O

Ensured that doors or air barriers are closed between receiving area

A KICRI oo oo eresseseerese s sosssesssree oot ONOX®)

W W g W o W

NOTES &LL Afewn »5‘ e ek (Q?Y\i}‘gq(w-{ S‘&{Lf\_éa{"éﬁ 3 1@




Connecticut State Department of Education

Authorized Signatures Change Form

Read the Instructions for Completing the Authorized Signatures Change Form before completing this form.
Scan and email the completed form to CNPermanentAgreement@ct.gov. Include “Authorized Signatures
Change Form” in the subject line of the email.

~ June 10, 2025 , ,
This is to certify that on . as shown in the minutes of

[—_ the Griswold Board of Education 'thefollowingaction was taken to

revise the authorized signers of the ED-099 Agreement for Child Nutrition Programs.

1. Signature 1: The person designated below is authorized to sign this agreement and to sign claims for
reimbursement.

Sean P. McKenna

Signature Printed name
ISuperintendent ]June 10, 2025
Title (superintendent of schools, mayor, selectman, president, Date

chairperson of the board, pastor, or commissioner)

J smckenna@griswoldpublicschools.org ]860—3 76-7600
Email Phone number

2. Signature 2: In the absence or incapacity of the first designated individual, the second person designated
below is authorized to sign claims for reimbursement.

Erik Christensen

Signature Printed name

lInterim Director of Fiscal & Personnel Services IJune 10, 2025

Title (assistant superintendent, business official, principal, headmaster, Date
city or town manager, executive director, or deputy commissioner)

I echristensen@griswoldpublicschools.org ]860—376—7600
Email Phone number

3. Signature 3: The signature below certifies the above action.
]Jaimee O'Neill-Eaton, BOE Secretary

Signature Title (secretary of corporation, town clerk,
secretary of the board)

This institution is an equal opportunity provider.

For state use only

Effective date: Agreement numbers: Child care centers: Day care homes:
J School programs: [ J

|
! Adult day care centers: Summer food service:

G | |

CONNECTICUT

Educaticn

Connecticut State Department of Education  Revised March 2025



Instructions for Completing the Authorized Signatures Change Form

The ED-099 Agreement for Child Nutrition Programs (Agreement) is the formal agreement
between a sponsoring organization and the Connecticut State Department of Education (CSDE) to
operate one or more of the U.S. Department of Agriculture’s (USDA) Child Nutrition Programs. The
Agreement designates representatives authorized to enter into an agreement with the CSDE and
certifies the claims for reimbursement. The Agreement is permanent and amended as changes
occur. The CSDE recognizes that one or both authorized signers will change periodically. The
sponsoring organization must execute the CSDE’s Authorized Signatures Change Form whenever
there is a change to either of the two authorized signers.

Claims for reimbursement are valid only when certified by authorized signers on file with the CSDE.
Action by the board of education must occur to make changes to authorized signers so that claims
can be signed and submitted, and reimbursement delays are avoided.

Required Information

The Authorized Signatures Change Form must include the information below.

e Date of the board meeting is when the governing body of the sponsoring organization took
action to change one or both authorized signers.

o Signature 1 is the designated representative authorized to sign the Agreement for Child
Nutrition Programs and to sign claims for reimbursement. The person is head of the
governing body, e.g., the chief officer elected or appointed to assume legal responsibility for
the organization (superintendent of schools, mayor, selectman, corporate president,
chairperson of the board, pastor, or commissioner).

o Signature 2 is authorized only to sign the claims for reimbursement in the absence or
incapacity of the first designated individual (assistant superintendent, business official,
principal, headmaster, city or town manager, executive director, or deputy commissioner).

o Signature 3 certifies the board action and is not authorized to sign the claim. This must be
a different person from signatures 1 and 2 (secretary of the board, town clerk, or secretary
of the corporation).

Submitting to the CSDE

Scan and email the signed and dated Authorized Signatures Change Form to
CNPermanentAgreement@ct.gov. Include “Authorized Signatures Change Form” in the subject
line of the email.

Questions

Contact the CSDE’s Child Nutrition Programs staff. Refer to the CSDE’s document, Child Nutrition
Staff and Responsibilities.

Connecticut State Department of Education  Revised March 2025 s Page 1 of 2



For information about the Child Nutrition Programs, visit the CSDE’s Child Nutrition
Programs webpage, or contact the child nutrition programs staff at the Connecticut State
Department of Education, Bureau of Child Nutrition Programs, 450 Columbus Boulevard,
Suite 504, Hartford, CT 06103-1841. This document is available at https://portal.ct.gov/-
/media/sde/nutrition/nsip/forms/authorized_signatures_change_form_instructions. pdf.

In accordance with federal civil rights law and U.S.
Department of Agriculture (USDA) civil rights regulations
and policies, this institution s prohibited from discriminating
on the basis of race, color, national origin, sex (including
gender identity and sexual orientation), disability, age, or
reprisal or retaliation for prior civil rights activity,

Program information may be made available in languages
other than English. Persons with disabilities who require
alternative means of communication to obtain program
information (e.g., Braille, large print, audiotape, American
Sign Language), should contact the responsible state or
local agency that administers the program or USDA's
TARGET Center at (202} 720-2600 (voice and TTY) or
contact USDA through the Federal Relay Service at (800)
877-8339.

Tao file a program discrimination complaint, a Complainant
should complete a Form AD-3027, USDA Program
Discrimination Complaint Form which can be obtained
online at: hitps://www.usda.gov/sites/default/files/
documents/ad-3027.pdf, from any USDA office, by calling
(866) 632-8992, or by writing a letter addressed to USDA.
The ietter must contain the complainant’'s name, address,
telephone number, and a written description of the alleged
discriminatory action in sufficient detail to inform the
Assistant Secretary for Civil Rights (ASCR) about the nature
and date of an alleged civil rights violation. The completed
AD-3027 form or letter must be submitted to USDA by:

1. mail: U.S. Department of Agriculture
Office of the Assistant Secretary for Civil Rights
1400 independence Avenue, SW
Washington, D.C. 20250-9410; or

2. fax: {B33) 256-1665 or (202) 690-7442; or

3. email: program.intake@usda.gov

This institution is an equal opportunity provider.

The Connecticut State Department of
Education is committed to a policy of equal
opportunity/affirmative action for all
qualified persons. The Connacticut
Department of Education does not
discriminate in any employment practice,
education program, or educational activity
on the basis of race; color; religious creed;
age; sex; pregnancy, sexual orientation;
workplace hazards to reproductive
systems, gender identity or expression;
marital status; national origin; ancestry;
retaliation for previously opposed
discrimination or coercion, intellectual
disability; genetic information; learning
disability; physical disability (including, but
not limited to, blindness); mental disability
(past/present history thereof); military or
veteran status; status as a victim of
domestic viclence; or criminal record in
state employment, uniess there is a bona
fide occupational qualification excluding
persons in any of the aforementioned
protected classes. Inquiries regarding the
Connecticut State Department of
Education’s nondiscrimination policies
should be directed to; Attorney Louis
Todisco, Connecticut State Department of
Education, by mail 450 Columbus
Boulevard, Hartford, CT 06103-1841; or by
telephone 860-713-6594; or by email
louis.todisco@ct.gov.

CONNECTICUT

Education
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CHANGES ARE IN RED
Personnel -- Certified/Non-Certified/Students

Sexual Harassment/Title IX

Prohibition of Sex Discrimination and Sexual Harassment In The Workplace

The Griswold Board of Education (the “Board”) prohibits any form of sex discrimination or sexual
harassment in the Board’s education programs and activities, whether by students, Board
employees or third parties subject to substantial control by the Board. It is the policy of the Board
to maintain a working environment free from harassment, insults or intimidation on the basis of
an employee's sex and free from discrimination based on sex.

The Board does not discriminate on the basis of sex in the education programs or activities that it
operates and the Board is required by Title IX of the Education Amendments of 1972 and its
implementing regulations (“Title IX"), Title VII of the Civil Rights Act of 1964 (“Title VII'"), and
Connecticut law not to discriminate in such a manner. Discrimination or harassment on the basis
of sex includes discrimination or harassment on the basis of gender identity or sexual orientation.
Any employee or student who engages in conduct prohibited by this Policy shall be subject to
disciplinary action, up to and including termination or expulsion, respectively. Third parties who
engage in conduct prohibited by this Policy shall be subject to other sanctions, which may include
exclusion from Board property and/or activities. Individuals who engage in acts of sex
discrimination or sexual harassment may also be subject to civil and criminal penalties.

For conduct to violate Title IX, the conduct must have occurred in an education program or activity
of the Board; the conduct must have occurred within the United States of America; and the
complainant must be participating in or attempting to participate in the education program or
activity of the Board. Conduct that does not meet these requirements still may constitute a violation
of Title VII, Connecticut law, and/or another Board policy.

The Superintendent of Schools shall develop Administrative Regulations, which will include
Grievance Procedures implementing this Policy and in accordance with Title IX, Title VII, and
Connecticut law (the “Administrative Regulations™).
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Personnel -- Certified/Non-Certified/Students
Sexual Harassment/Title IX
Prohibition of Sex Discrimination and Sexual Harassment In The Workplace (continued)

Sex discrimination occurs when an employer refuses to: hu‘e disciplines or discharges any
individual, or otherwise discriminates against an mdmduai with respect to his or her
compensation, terms, conditions, or privileges of empioyment on’ the basis of the individual’s sex.
Sex discrimination also occurs when a person, becaiise of the person’s sex, is denied participation
in or the benefits of any education program or activity receiving federal financial assistance.

Sexual harassment under Title IX means conduct on the basis of sex that satisfies one or more
of the following: _
(1) An employee of the Board conditioning the prowsmn of an aid, benefit, or service
of the Board on an mdzvxduaI’S pamclpauon in unwelcome sexual conduct (i.e.,
quid pro quo),
(2) Unwelcome conduct determined by a reasonable person to be so severe, pervasive,

and objectively offensive that it effectlvely denies a person equal access to the
Board’s education programs or actlvmes or

(3 “Sexual assault” as: deﬁned in 20°U.S.C. 1092(f)(6)(A)(v), “dating violence” as
defined in 34 L.8C: 12291(21)(10) “domestlc violence™ as defined in 34 U.S.C.
12291(3)(8) or “Stalkmg” as defmed in 34 U.S.C. 12291(a)(30).

Sexual harassment under Title VII and Connecticut law means unwelcome sexual advances,
requests for sexual favors, and other verbal or physical conduct of a sexual nature when:

(1) Submission to such conduct is made either explicitly or implicitly a term or
condition of an individual's employment;

(2) Submission to or rejection of such conduct by an individual is used as the basis for
employment decisions affecting such individual; or

(3) Such conduct has the purpose or effect of unreasonably interfering with an
individual's work performance or creating an intimidating, hostile, or offensive
working environment.

Reporting Sex Discrimination or Sexual Harassment

It is the policy of the Board to encourage victims of sex discrimination and/or sexual harassment
to report such claims. Employees are encouraged to report complaints of sex discrimination and/or
sexual harassment promptly in accordance with the appropriate process established in the
Administrative Regulations. All complaints are to be responded to in a prompt and equitable

manner.
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Personnel -- Certified/Non-Certified/Students

Sexual Harassment/Title IX ‘
Reporting Sex Discrimination or Sexual Harassment (continued)

Individuals who engage in acts of sex discrimination or sexual harassment may also be subject to
civil and criminal penalties. Retaliation against any employee with a complaint about sex
discrimination or sexual harassment is prohibited under this Policy and illegal under state and

federal law.

Any Board employee with notice of sex discrimination and/or sexual harassment allegations shall
immediately report such information to the building principal and/or the Title IX Coordinator, or
if the employee does not work in a school building, to the Title IX Coordinator.

The Griswold Public Schools administration (the “Administration”) shall provide training to Title
IX Coordinator(s), investigators, decision-makers, and any person who facilitates an informal
resolution process (as set forth in the Administrative Regulations), which training shall include,
but need not be limited to, the definition of sex discrimination and sexual harassment, the scope
of the Board’s education program and activity, how to conduct an investigation and implement the
grievance process, and how to serve impartially, including by avoiding prejudgment of the facts at
issue, conflicts of interest, and bias.

The Administration shall make the training materials used to provide these trainings publicly
available on the Board’s website. The Administration shall also periodically provide training to all
Board employees on the topic of sex discrimination and sexual harassment under Title IX, Title
VII, and Connecticut law, which shall include when reports of sex discrimination and/or sexual
harassment must be made. The Administration shall distribute this Policy and the Administrative
Regulations to employees, union representatives, students, parents and legal guardians and make
the Policy and the Administrative Regulations available on the Board’s website to promote an
environment free of sex discrimination and sexual harassment.

The Board’s Title IX Coordinator is Christopher Champlin, Director of Student Services. Any
individual may make a report of sex discrimination and/or sexual harassment to any Board
employee or directly to the Title IX Coordinator using any one, or multiple, of the following points

of contact:

Christopher Champlin, Title IX Coordinator

Griswold Public Schools

211 Slater Avenue

Griswold, CT 06351

860-376-7600 & Email: Champlin @griswoldpublicschools.org
Any Board employee in receipt of allegations of sex discrimination or sexual harassment, or in
receipt of a formal complaint, shall immediately forward such information to the Title IX
Coordinator. Board employees may also make a report of sexual harassment and/or sex
discrimination to the U.S. Department of Education: Office for Civil Rights, Boston Office, U.S.
Department of Education, 8™ Floor, 5 Post Office Square, Boston, MA 02109-3921 (Telephone:

617-289-0111).
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Personnel -- Certified/Non-Certified/Students

Sexual Harassment/Title I

Reporting Sex Discrimination or Sexual Harassment (continued)

Employees may also make a report of sexual harassment and/or sex discrimination to the
Connecticut Commission on Human Rights and Opportunities, 450 Columbus Boulevard,
Hartford, CT 06103-1835 (Telephone: 860-541-3400 or Com__la'c_jticut Toll Free Number: 1-800-

477-5737).

Legal References:

Policy adopted:
cps reviewed: 1/2025

Civil Rights Act of 1964, Title VIL, 42 U.S.C. § 2000e-2(a).

Equal Employment Opportunity Commission Policy Guidance on
Current Issues of Sexual Harassment (N-915.050), March 19, 1990,
Title IX of the Education Amendments of 1972, 20 U.S.C. §1681,
et seq.

Title IX of the Education Amendments of 1972, 34 CFR §106, et
seq.

Meritor Saifings Bank, FSB v, Vinson, 477 U.S. 57 (1986)

Conn. Gen. Stat. §46a-54 Commission powers Connecticut

Conn. Gen. Stat. §46a-60 Discriminatory employment practices
prohibited.

Conn. Gen. Stat. §46a-81c Sexual orientation discrimination:
Employment

Conn, Gen. Stat. §10-153 Discrimination on the basis of sex, gender
identity or expression or marital status prohibited

Conn. Agencies Regs. §§ 46a-54-200 through §46a-54-207
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The grievance procedures in these regulations are legally required.
Personnel -- Certified/Non-Certified/Students

Sexual Harassment/Title IX

Prohibition of Sex Discrimination and Sexual Harassment In The Workplace

The Griswold Board of Education (the “Board™) prohibits any form of sex discrimination or sexual
harassment in the Board’s education programs and activities, whether by students, Board
employees or third parties subject to substantial control by the Board. Discrimination or
harassment on the basis of sex includes discrimination or harassment on the basis of gender identity
or sexual orientation.

Students, District employees and third parties are expected to adhere to a standard of conduct that
is respectful of the rights of students, District employees, and third parties. It is the policy of the
Board to maintain a working environment free from harassment, insults or intimidation on the
basis of an employee's sex and free from discrimination based on sex. Verbal or physical conduct
by a supervisor or co-worker relating to an employee's sex that has the effect of creating an
intimidating, hostile or offensive work environment, unreasonably interfering with the employee's
work performance, or adversely affecting the employee's employment opportunities is prohibited.

Any employee or student who engages in conduct prohibited by the Board’s Policy regarding the
Prohibition of Sex Discrimination and Sexual Harassment (Personnel) shall be subject to
disciplinary action. Any third party who engages in conduct prohibited by the Board’s Policy
regarding the Prohibition of Sex Discrimination and Sexual Harassment (Personnel) shall be
subject to remedial measures, which may include exclusion from school property.

Sex discrimination occurs when a person, because of the person’s sex, is denied participation in
or the benefits of any education program or activity receiving federal financial assistance.

Sexual harassment under Title IX means conduct on the basis of sex that satisfies one or more
of the following:

(1) Anemployee of the Board conditioning the provision of an aid, benefit, or service of the
Board on an individual’s participation in unwelcome sexual conduct (i.e., quid pro quo);

(2) Unwelcome conduct determined by a reasonable person to be so severe, pervasive, and
objectively offensive that it effectively denies a person equal access to the District’s
education programs or activities; or

(3) “Sexual assault” as defined in 20 U.S.C. 1092(f)(6)(A)(v), “dating violence” as defined
in 34 U.S.C. 12291(a)(10), “domestic violence” as defined in 34 U.S.C. 12291(a)(8), or
“stalking” as defined in 34 U.S.C. 12291(a)(30). These definitions can be found in
Appendix A of these Administrative Regulations.
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Personnel -- Certified/Non-Certified/Students

Sexual Harassment/Title IX
Prohibition of Sex Discrimination and Sexual Harassment In The Workplace

Sexual harassment under Title VII and Connecticut law means unwelcome sexual advances,
requests for sexual favors, and other verbal or physical conduct of a sexual nature when:

(1)  Submission to such conduct is made either explicitly or implicitly a term or condition
of an individual's employment;

(2)  Submission to or rejection of such conduct by an individual is used as the basis for
employment decisions affecting such individual; or

(3)  Such conduct has the purpose or effect of unreasonably interfering with an individual's
work performance or creating an intimidating, hostile, or offensive working
environment.

Although not an exhaustive list, the following are other examples of conduct prohibited by the
Board’s Policy regarding the Prohibition of Sex Discrimination and Sexual Harassment

(Personnel):

1.  Unwelcome sexual advances from a co-worker or supervisor, such as unwanted hugs,
touches, or kisses;

2. Unwelcome attention of a sexual nature, such as degrading, suggestive or lewd
remarks or noises;

Dirty jokes, derogatory or pornographic posters, cartoons or drawings;

4.  The threat or suggestion that continued employment advancement, assignment or
earnings depend on whether or not the employee will submit to or tolerate harassment;

5. Circulating, showing, or exchanging emails, text messages, digital images or websites
of a sexual nature;

6. Using computer systems, including email, instant messaging, text messaging,
blogging or the use of social networking websites, or other forms of electronic
communications, to engage in any conduct prohibited by the Board’s Policy regarding
the Prohibition of Sex Discrimination and Sexual Harassment (Personnel).

Notice of The Title IX Coordinator
The Board’s Title IX Coordinator is Christopher Champlin, Director of Student Services Any
individual may make a report of sex discrimination and/or sexual harassment to any Board
employee or directly to the Title IX Coordinator using any one, or multiple, of the following points
of contact:

Christopher Champlin, Title IX Coordinator

Griswold Public Schools

211 Slater Avenue

Griswold, CT 06351

860-376-7600 & Email: Champlin @griswoldpublicschools.org
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Personnel -- Certified/Non-Certified/Students
Sexual Harassment/Title I'X
Notice of the Title IX Coordinator (continued)

Any District employee in receipt of allegations of sex discrimination or sexual harassment, or in
receipt of a formal complaint, shall immediately forward such information to the Title IX
Coordinator. The Title IX Coordinator manages the District’s compliance with Title IX, Title VII
and Connecticut law with respect to sexual harassment and/or sex discrimination and is an
available resource to anyone seeking information or wishing to file a formal complaint of same.
When a student, District employee, or other participant in the ﬁistrict’s programs and activities
feels that such person has been subjected to discrimination on the basis of sex in any District
program or activity, including without limitation being subjected to. sexual harassment, such
person may contact the Title IX Coordinator or utilize the Title IX, Title VII and Connecticut law
grievance systems set forth herein to bring concerns forward for the purpose of obtaining a prompt
and equitable resolution.

[Note: Additional Persons May Be Added. The federai'regﬁlations provide that each recipient
of federal financial assistance must designate and authorize “at least one Employee” to
coordinate its efforts to comply with its responsibilities under the federal regulations.]

Explanation of Complaint Process and Procedure

The federal regulations implementing Title IX require the adoption and publication of two separate
grievance systems:

e a grievance process for complaints of sex discrimination involving allegations of sexual

harassment; and
e grievance procedures for complaints of sex discrimination that are not sexual harassment.

Accordingly, the Administration will process any complaints of sex discrimination involving
allegations of sexual harassment, as defined above, pursuant to the grievance process set forth in
Section I of these regulations. The Administration will process any complaints of sex
discrimination that are not sexual harassment pursuant to the grievance procedures set forth in
Section 1I of these regulations.

The District will keep confidential the identity of any individual who has a made a report or
complaint of sex discrimination, including any individual who has made a report or filed a formal
complaint of sexual harassment, any complainant, any individual who has been reported to be the
perpetrator of sex discrimination, any respondent, and any witness, except as may be permitted by
the Family Educational Rights and Privacy Act (FERPA), or as required by law, or to carry out
the purposes of these Administrative Regulations, including the conduct of any investigation,
hearing, or judicial proceeding arising from these Administrative Regulations.

The obligation to comply with Title IX is not obviated or alleviated by the FERPA.
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Personnel -- Certified/Non-Certified/Students

Sexual Harassment/Title IX

Prohibition of Sex Discrimination and Sexual Harassment In The Workplace

Section I.

Grievance Process for Complaints of Sexual Harassment Under Title IX

A.

Definitions

e Bias occurs when it is proven that the Title IX Coordinator,
investigator(s), and/or dec1smn—maker(s) demonstrate actual bias,
rather than the appearance: of bias. Actual bias includes, but is not
limited to, demonstrated personal animus against the respondent or
the complainant and/or prejudgment of the facts at issue in the
investigation. -

® Complainant means an individual who is alleged to be the victim
of conduct that could constitute sexual harassment.

o A conﬂlct of interest occurs ‘when it is proven that the Title IX
Coordinator, ~ investigator(s),” and/or decision-maker(s) have
personal, financial and/or familial interests that affected the
outcome of the investigation.

e Consent means an active, clear and voluntary agreement by a
person to engage in sexual activity with another person (also
referred to hereafter as “affirmative consent™).

For the purposes of an investigation conducted pursuant to these Administrative
Regulations, the following principles shall be applied in determining whether
consent for sexual activity was given and/or sustained:

A,

Affirmative consent is the standard used in determining whether consent to
engage in sexual activity was given by all persons who engaged in the
sexual activity.

Affirmative consent may be revoked at any time during the sexual activity
by any person engaged in the sexual activity.

It is the responsibility of each person engaging in sexual activity to ensure

that the person has the affirmative consent of all persons engaged in the

sexual activity to engage in the sexual activity and that the affirmative

consent is sustained throughout the sexual activity,

It shall not be a valid excuse to an alleged lack of affirmative consent that

the respondent to the alleged violation believed that the complainant

consented to the sexual activity:

(i) because the respondent was intoxicated or reckless or failed to take
reasonable steps to ascertain whether the complainant affirmatively
consented, or
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Personnel -- Certified/Non-Certified/Students

Sexual Harassment/Title IX

Prohibition of Sex Discrimination and Sexual Harassment In The Workplace

Section I. Grievance Process for Complaints of Sexual Harassment Under Title IX

A. Definitions (continued)

(ii)

if the respondent knew or should have known that the complainant
was unable to consent because such individual was unconscious,
asleep, unable to communicate due to a mental or physical
condition, unable to consent due to the age of the individual or the
age difference bet_wee'n the individual and the respondent, or
incapacitated due to the influence of drugs, alcohol or medication.

E. The existence of a past or cuirent dating or sexual relationship between the
complainant and _the respondent, in and of itself, shall not be determinative
of a finding of consent.

For purposes of investigations and complaints of sexual harassment,
education program or activity includes locations, events, or
circumstances over which the Board exercises substantial contro)
over both the respondent and the context in which the sexual
harassment occurs.

Empl_byee means (A) a teacher, substitute teacher, school
administrator, school superintendent, guidance counselor, school
counselor, psychologist, social worker, nurse, physician, school
paraprofessional or coach employed by the Board or working in a
public elementary, middle or high school; or (B) any other
individual who, in the performance of the individual’s duties, has
regular contact with students and who provides services to or on
behalf of students enrolled in a public elementary, middle or high
school, pursuant to a contract with the Board.

Formal complaint means a document filed by a complainant or
signed by the Title IX Coordinator alleging sexual harassment (as
defined under Title IX) against a respondent and requesting that the
Administration investigate the allegation of sexual harassment. A
“document filed by a complainant” means a document or electronic
submission that contains the complainant’s physical or digital
signature, or otherwise indicates that the complainant is the person
filing the formal complaint.

Respondent means an individual who has been alleged to be the
perpetrator of conduct that could constitute sexual harassment.
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Personnel -~ Certified/Non-Certified/Students

Sexual Harassment/Title IX

Prohibition of Sex Discrimination and Sexual Harassment In The Workplace
Section 1. Grievance Process for Complaints of Sexual Harassment Under Title IX

A. Definitions (continued)

School days means the days that school is in session as designated
on the calendar posted on the_B_(_)éfd’s wehsite, In its discretion, and
when equitably applied and with proper notice to the parties, the
District may consider business days during the summer recess as
“school days” if suc_h__dcsignation facilitates the prompt resolution
of the grievance process.

Supportive measures mean non-disciplinary, non-punitive
individualized services offered as appropriate, as reasonably
available, and without fee or charge to the complainant or the
respondéi}t-_before or after the filing of a formal complaint or where
no formal complaint has been filed. Such measures are designed to
restore or preserve equal access to the District’s education program
or activity without 'u_nreasonably burdening the other party,
including measures designed to protect the safety of all parties or the
District’s educa_tio_na_I'_'-éﬁviron'men{, or deter sexual harassment.
Supportive measures may include counseling, extensions of
dead_liﬁcs or Othef'goursemrelated adjustments, modifications of
work or class schedules, mutual restrictions on contact between the
parties, increased security and monitoring, and other similar
measures.

B. Reporting Sexual Harassment

ihl

It is the express policy of the Board to encourage victims of sexual
harassment fo report such claims. Any person may report sexual
harassment (whether or not the person reporting is the person
alleged to be the victim of conduct that could constitute sexual
harassment), in person, by mail, by telephone, or by electronic mail,
using the contact information listed for the Title IX Coordinator. If
the District receives notice of sexual harassment or alleged sexual
harassment against a person in the District’s education program or
activity, the Title IX Coordinator will promptly contact the
complainant to discuss the availability of supportive measures,
whether or not the complainant files a formal complaint, and will
consider the complainant’s wishes with respect to such measures. If
the complainant has yet to file a formal complaint, the Title IX
Coordinator will explain to the complainant the process for doing
$0.
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Sexual Harassment/Title IX
Prohibition of Sex Discrimination and Sexual Harassment in the Workplace
Section L. Grievance Process for Complaints of Sexual Harassment Under Title IX
B. Reporting Sexual Harassment (continued)
s The District will treat complainants and respondents equitably. A

respondent is presumed not responsible for the alleged conduct and
a determination regarding responsibility will be made at the
conclusion of the grievance process if a formal complaint is filed.
Nothing in these Administrative Regulations shall preclude the
District from placing an employee respondent on administrative
leave during the pendency of the grievance process. Further, nothing
in these Administrative Regulations shall limit or preclude the
District from remowiing a respondent from the District’s education
program or activity on an emergency basis, provided that the District
undertakes an individualized safety and risk analysis, and
determines that- an immediate threat to the physical health or safety
of any student or other individual arising from the allegations of
sexual harassment Justiﬁes removal. If a respondent is removed on
an emergency basis, the District shall provide the respondent with
notice and an opportunity to ‘challenge the decision immediately
following the removal.

C. Formal Complaint and Grievance Process

i.

A formal complaint may be filed with the Title IX Coordinator in
person, by mail, or by electronic mail, by using the contact
information listed for the Title IX Coordinator. At the time of filing
a formal complaint, a complainant must be participating in or
attempting to participate in the District’s education programs or
activity. A formal complaint may be signed by the Title IX
Coordinator. If the formal complaint being filed is against the Title
IX Coordinator, the formal complaint should be filed with the
Superintendent. If the formal complaint being filed is against the
Superintendent, the formal complaint should be filed with the Board
Chair, who will then retain an independent investigator to
investigate the matter.

The District may consolidate formal complaints as to allegations of
sexual harassment against more than one respondent, or by more
than one complainant against one or more respondents, or by one
party against the other party, where the allegations of sexual
harassment arise out of the same facts or circumstances. If possible,
formal complaints should be filed within ten (10) school days of the
alleged occurrence in order to facilitate the prompt and equitable
resolution of such claims.
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Personnel -- Certified/Non-Certified/Students

Sexunal Harassment/Title I'X

Prohibition of Sex Discrimination and Sexual Harassment in the Workplace

Grievance Process for Complaints of Sexual Harassment Under Title IX

Section I.

Formal Complaint and Grievance Process (continued)

2. (continued) The District will attempt-_._td complete the formal grievance

process within ninety (90). school days of receiving a formal
complaint. This timeframe may be temporarily delayed or extended
in accordance with Subsection G of this Section.

Upon receipt of a formal complaint, if the Title IX Coordinator has
not already discussed the availability of supportive measures with
the complainant, the Title IX Coordinator will promptly contact the
complainant to discuss the availability of such measures and
consider the complainant’s wishes with respect to them. The Title
IX Coordinator or designee may also contact the respondent,
separately from the compiainant, to discuss the availability of
supportive measures for the respondent. The District will maintain
as confidential any supportive measures provided to the complainant
or respondent, to the extent that maintaining such confidentiality
would not impair the ability of the District to provide such
supportive measures.

Withi_h' ten (10) school days of receiving a formal complaint, the
District will provide the known parties with written notice of the
allegations potentially constituting sexual harassment under Title IX
and a copy of this grievance process. The written notice must also
include the following:

I The identities of the parties involved in the incident, if
known;

1i. The conduct allegedly constituting sexual harassment as
defined above;

iii. The date and the location of the alleged incident, if known;

iv. statement that the respondent is presumed not responsible for

the alleged conduct and that a determination regarding
responsibility is made at the conclusion of the grievance
process;

v, A statement that the parties may have an advisor of their
choice, who may be, but is not required to be, an attorney,
and may inspect and review evidence; and

Vi A statement of any provision in the District’s policies that
prohibits knowingly making false statements or knowingly
submitting false information during the grievance process.
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Sexual Harassment/Title IX

Prohibition of Sex Discrimination and Sexual Harassment in the Workplace

Section I. Grievance Process for Complaints of Sexual Harassment Under Title IX

C.

Formal Complaint and Grievance Process (continued)

4. (continued) If, in the course of an investigation, the District decides to

investigate allegations about the complainant or respondent that are
not included in the written notice, the District must provide notice
of the additional ailegations to the parties whose identities are
known.

The pames may have an advisor of their choice accompany them during
any grievance proceedmg at which the party’s attendance is required. The
District may, in its discretion, establish certain restrictions regarding the
extent to which an advisor may participate in the proceedings. If any such
restrictions are established; they w;ll be applied equally to ail parties.

The Title IX Coordinator w111 as applicable, promptly commence an
mvestlgatmn of the formal complamt designate a school administrator to
promptly mvestigate the formal complaint, or dismiss the formal
complaint in accordance with Subsection F of this Section. The standard
of evidence to'be used to determine responsibility is the preponderance of
the evidence standard (i.e.; more likely than not). The burden of proof and
the burden of gathering evidence sufficient to reach a determination
regarding responsibility rest on the District and not on the parties.

The parties will be given an equal opportunity to discuss the allegations
under investigation with the investigator(s) and are permitted to gather and
present relevant evidence. This opportunity includes presenting witnesses,
including fact and expert witnesses, and other inculpatory and exculpatory
evidence. Credibility determinations will not be based on a person’s status
as a complainant, respondent, or witness. The District will provide to a
party whose participation is invited or expected (including a witness)
written notice of the date, time, location, participants, and purpose of all
hearings (if applicable), investigative interviews, or other meetings, with
sufficient time for the party to prepare to participate.

Both parties will be given an equal opportunity to inspect and review any
evidence obtained as part of the investigation that is directly related to the
allegations raised in the formal complaint, including the evidence upon
which the District does not intend to rely in reaching a determination
regarding responsibility and inculpatory or exculpatory evidence whether
obtained from a party or other source, so that each party can meaningfully
respond to the evidence prior to the conclusion of the investigation,
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Prohibition of Sex Discrimination and Sexual Harassment in the Workplace

Section L. Grievance Process for Complaints of Sexual ngassment Under Title IX

C. Formal Complaint and Grievance _l?xjg_iééés (continued)

8.(cont) Prior to completion of the 'if_kﬁéf'suti.gative report, the District will send

10.

to each party and the party’s advisor, if any, the evidence subject to
inspection and review in an electronic format or a hard copy, and the
parties will have ten (10) school days to submit a written response,
which the investigator(s) will consider prior to completion of the
investigative report; as described in Paragraph 9 of this Subsection.

The investigator(s) will create an investigative report that fairly
summarizes relevant evidence. The investigator(s) will send the
investigative report, in an electronic format or hard copy, to each
party and to each party’s advisor for their review and written
response at least ten (10) school days prior to the time a
determination regarding responsibility is made.

The Superintendent will appoint a decision-maker(s), who shall be
a District employee or third-party contractor and who shall be
someone other than the Title IX Coordinator or investigator(s). If
th'e';f_ormai complaint filed is against the Superintendent, the Board
Chair shall appoint the decision-maker, who shall be someone other
than the Title IX Coordinator or investigator(s). The investigator(s)
and the decision-maker(s) shall not discuss the investigation’s facts
and/or determination while the formal complaint is pending. The
decision-maker(s) will afford each party the opportunity to submit
written, relevant questions that a party wants asked of any party or
witness, provide each party with the answers, and allow for
additional, limited follow-up questions from each party. Questions
and evidence about the complainant’s sexual predisposition or prior
sexual behavior are not relevant, unless such questions and evidence
about the complainant’s prior sexual behavior are offered to prove
that someone other than the respondent committed the conduct
alleged by the complainant, or if the questions and evidence concern
specitic incidents of the complainant’s prior sexual behavior with
respect to the respondent and are offered to prove consent. The
decision-maker(s) will explain to the party proposing the questions
any decisions to exclude a question as not relevant.
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Prohibition of Sex Discrimination and Sexual Harassment in the Workplace
Section I. Grievance Process for Complaints of Sexual Harassment Under Title IX
C. Formal Complaint and Grievance Process (continued)
11 The decision-maker(s) will issue a written determination regarding

L2

responsibility. To reach this ._détérmination, the decision-maker
must apply the preponderance of the evidence standard. The written
determination will include: (1) identification of the allegations
potentially constituting sexual harassment; (2) a description of the
procedural steps taken from the receipt of the formal complaint
through the determination, including any notifications to the parties,
interviews with parties and witnesses, site visits, methods used to
gather other evidence, and hearings held; (3) findings of fact
supporting the determination; (4) conclusions regarding the
application of the Dlstrzct s code of conduct to the facts; (5) a
statement of, and rationale for, the result as to each allegation,
including a determination regarding responsibility, any disciplinary
sanctions the District will impose on the respondent, and whether
remedies designed to restore or preserve equal access to the
District’s education program or activity will be provided by the
District to the complamant and (6) the District’s procedures and
permissible bases for the complainant and respondent to appeal. If
the respondent is found responsible for violating the Board’s Policy
regarding the Prohibition of Sex Discrimination and Sexual
Harassment (Personnel), the written determination shall indicate
whether the respondent engaged in sexual harassment as defined by
the Board’s Policy and these Administrative Regulations. The
written determination will be provided to both parties
simultaneously.

Student respondents found responsible for violating the Board’s
Policy regarding the Prohibition of Sex Discrimination and Sexual
Harassment (Personnel) may be subject to discipline up to and
including expulsion. Employee respondents found responsible for
violating the Board’s Policy regarding the Prohibition of Sex
Discrimination and Sexual Harassment (Personnel) may be subject
to discipline up to and including termination of employment. Other
respondents may be subject to exclusion from the District’s
programs, activities and/or property. In appropriate circumstances,
the District may make a criminal referral. Remedies will be
designed to restore or preserve equal access to the District’s
education programs or activities.



R4000.1(1)
4200.1
514544

Personnel -~ Certified/Non-Certified/Students

Sexunal Harassment/Title IX

Prohibition of Sex Discrimination and Sexual Harassment in the Workplace (continued)

Section 1.

Grievance Process for Complaints of Sexual Harassment Under Title IX

C.

Formal Complaint and Grievance Prt_)téss (continued)

13. After receiving notification of the decision-maker(s)’ decision, or
after receiving notification that the District dismissed a formal
complaint or any. allegation therein, both complainant and
respondent may avail themselves of the appeal process set forth in
Section E of this Section.

Informal Resolution

At any time prior to reaching a determination regarding responsibility, but
only after the filing of a formal complaint, the District may suggest to the
parties the possibility of facilitating an informal resolution process, such as
mediation, to resolve the formal complaint without the need for a full
investigation and adjudication. Ifit is determined that an informal resolution
may be appropriate, the Title IX Coordinator or designee will consult with
the parties.

Prior to facilitating an informal resolution to a formal complaint, the Title
IX Coérc_lin_ator or designee will provide the parties with written notice
disclosing the sexual harassment allegations, the requirements of an
informal resolution process, and any consequences from participating in
the informal resolution process. Upon receipt of this document,
complainants and respondents have five (5) school days to determine
whether they consent to participation in the informal resolution. The
District must obtain voluntary, written consent to the informal resolution

process from both parties.

Prior to agreeing to any resolution, any party has the right to withdraw from
the informal resolution process and resume the grievance process with
respect to the formal complaint. If a satisfactory resolution is reached
through this informal process, the matter will be considered resolved. If
these efforts are unsuccessful, the formal grievance process will continue.

Nothing in this section precludes an employee from filing a complaint of
retaliation for matters related to an informal resolution, nor does it preclude
either party from filing complaints based on conduct that is alleged to occur
following the District’s facilitation of the informal resolution.

An informal resolution is not permitted to resolve allegations that an
employee sexually harassed a student.
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Sexual Harassment/Title X

Prohibition of Sex Discrimination and Sexual Harassment in the Workplace (continued)

Section L

Grievance Process for Complaints of Sexual Harassment Under Title IX

E.

Appeal Process

After receiving notification of the decision-maker(s)’ decision, or after
receiving notification that the District dismissed a formal complaint or any
allegation therein, both co_mp_lainant and respondent have five (5) school
days to submit a formal: letter of appeal to the Title IX Coordinator
specifying the grounds upon which the appeal is 6&Sed. Upon receipt of an
appeal, the Superintendent shall appoint a decision-maker(s) for the appeal,
who shall be someone other than the Title IX Coordinator, investigator(s)
or initial decision-maker(s).

Appeals will be appropriate only in the following circumstances:

® new evidence that was not reasonably available at the time the
determination regarding responsibility or dismissal was made, that
could affect the outcome of the matter;

® procedural irregularity that affected the outcome of the matter;

® the Title IX Coordinator, investigator(s), and/or decision-maker(s)
had a conflict of interest or bias for or against complainants or
respondents generally or the individual complainant or respondent
that affected the outcome of the matter. A conflict of interest or bias
does not exist solely because the Title IX Coordinator,
investigators(s), and/or decision-maker(s) previously worked with
or disciplined the complainant or respondent.

The District will provide the other party with written notice of such appeal.
The appealing party will then have ten (10) school days to submit to the
decision-maker(s) for the appeal a written statement in support of, or
challenging, the outcome of the grievance process. The decision-maker(s)
for the appeal will provide the appealing party’s written statement to the
other party. The other party will then have ten (10) school days to submit to
the decision-maker for the appeal a written statement in support of, or
challenging, the outcome of the grievance process. The decision-maker(s)
for the appeal, in their discretion, will determine any additional necessary
and appropriate procedures for the appeal.
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Sexual Harassment/Title TX

Prohibition of Sex Discrimination and Sexual Harassment in the Workplace (continued)

Section 1.

Grievance Process for Complaints of Sexual Harassment Under Title IX

E.

Appeal Process (continued)

After considering the parties’ written statements, the decision-maker(s) for
the appeal will provide a written decision. The decision-maker(s) for the
appeal will attempt to issue the written decision within thirty (30) school
days of receipt of all written statements from the parties. If it is found that
one of the bases for appeal exists, the decision-maker(s) for the appeal will
issue an appropriate remedy.

Supportive measures for either or both parties may be continued throughout
the appeal process.

Dismissal of a Formal Complaint

The Title IX Coordinator shall dismiss any formal complaint that, under
Title IX, 1) would not constitute sexual harassment as defined under Title
IX even if proved, 2) did not occur in the District’s education program or
activity, or 3) did not oceur against a person in the United States. Such
dismissal does not preclude action under another Board policy.

The District may dismiss a formal complaint or any allegations therein, if at any
time during the investigation or hearing a complainant notifies the Title IX
Coordinator in writing that 1) the complainant would like to withdraw the formal
complaint or any allegations therein; 2) the respondent is no Ionger enrolled or
employed in the District; or 3) specific circumstances prevent the District from
gathering evidence sufficient to reach a determination as to the formal complaint
or allegations therein.

Upon a dismissal, the District will promptly and simultaneously send written
notice of the dismissal and reason(s) therefor to each party. Either party can appeal
from the District’s dismissal of a formal complaint or any allegations therein using
the appeals procedure.

In the event a formal complaint is dismissed prior to the issuance of a decision
under Title IX, the Title IX Coordinator shall determine if the allegations of sexual
harassment shall proceed through the grievance procedures identified in Section 11
of these Administrative Regulations for claims of sex discrimination for
consideration as to whether the allegations constitute sexnal harassment under
Title VII or Connecticut law.

A dismissal pursuant to this section does not preclude action by the District under
the Student Discipline policy, Code of Conduct for students/or and employees, or
any other applicable rule, policy. and/or collective bargaining agreement.
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Sexual Harassment/Title IX
Prohibition of Sex Discrimination and Sexual Harassment in the Workplace

Section 1. Grievance Process for Complaints of Sexual Harassment Under Title IX
(continued)

G. Miscellaneous

1. Any timeframe set forth in these Administrative Regulations may be
temporarily delayed or extended for good cause. Good cause may include,
but is not limited to, considerations such as the absence or illness of a
party, a party’s advisor; or a witness; concurrent law enforcement activity;
concurrent activity by the Department of Children and Families; or the
need for language assistance or accormnodataon of disabilities, If any
timeframe is altered on-a showmg of good cause; written notice will be
provided to each party with the reasons for the action.

i~

Ifa sexu_z_t_l_.harassment complal_n_t raises a concern about discrimination or
harassment on the basis of any'dt'h_er legally protected classification (such
as race, religion, color, national 'drigin, age, or disability), the Title IX
Coordinator or designee shall make a referral to other appropriate
personnel within the District (e. g. Section 504 Coordinator, etc.), so as to
enstire that any such investigation complies with the requirements of
policies regarding non-discrimination.

£ If the -$'e)mal harassment complaint results in reasonable cause to suspect
or believe that a child has been abused or neglected, has had a non-
accidental physical injury, or injury which is at variance with the history
given of such injury, is placed at imminent risk of serious harm, or that a
student has been sexually assaulted by a school employee, then, the person
to whom the complaint is given or who receives such information shall
report such matters in accordance with the Board’s policy on the Reports
of Suspected Child Abuse or Neglect of Children.

4. Retaliation against any individual who complains pursuant to the Board’s
Policy regarding the Prohibition of Sex Discrimination and Sexual
Harassment (Personnel) and these Administrative Regulations is strictly
prohibited. Neither the District nor any other person may intimidate,
threaten, coerce, or discriminate against any individual for the purpose of
interfering with any right or privilege secured by Title IX or these
Administrative Regulations, or because the individual has made a report
or complaint, testified, assisted, or participated or refused to participate in
any manner in an investigation, proceeding, or hearing under these
Administrative Regulations. The District will take actions designed to
prevent retaliation. Complaints alleging retaliation may be filed according
to the grievance procedures for sex discrimination described herein.
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Prohibition of Sex Discrimination and Sexual Harassment in the Workplace (continued)

Section L. Grievance Process for Complaints of Sexual Harassment Under Title IX

G.

Miscellaneous (continued)
Bl The District will maintain fo_r_:'.a: 'p_eriod of seven (7) years records of:

i Each sexual harassment investigation including any
determination: regarding responsibility, any disciplinary
sanctions .imposed on the respondent, and any remedies
provided to.the complainant designed to restore or preserve
equal access to the Board’s education program or activity;

il Any appeal and the result therefrom:

iil. Any informal resolution and the result therefrom; and

iv. All material used to train Title IX Coordinators,
investigators, decision-makers, and any person who
facilitates an informal resolution process. The Board will
make these training materials publicly available on its
website.

If the District has actual knowledge of sexual harassment in an education
program or activity of the Board, and for any report or formal complaint of
sexual harassment, the District will create and maintain for a period of seven
(7) years, records of any actions, including any supportive measures, taken
in response to a report or formal complaint of sexval harassment. The
District will document the basis for its conclusion that its response was not
deliberately indifferent, and document that it has taken measures designed
to restore or preserve equal access to the Board’s education program or
activity. If the District does not provide a complainant with supportive
measures, then the District will document the reasons why such a response
was not clearly unreasonable in light of the known circumstances.

Section II. Grievance Procedures for Claims of Sex Discrimination (Other Than Sexual
Harassment Under Title IX)

A.

Definitions

® Complainant means an individual who is alleged to be the victim
of conduct that could constitute sex discrimination.

® Respondent means an individual who has been reported to be the

perpetrator of conduct that could constitute sex discrimination,
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Prohibition of Sex Discrimination and Sexual Harassment in the Workplace

Section II.  Grievance Procedures for Claims of Sex Discrimination (Other Than Sexual
Harassment Under Title IX) (continued)

B.

Reporting Sex Discrimination Other than Sexual Harassment under
Title IX

It is the express policy of the Board to encourage victims of sex
discrimination to report such claims. Any person may report sex
discrimination (whether or not the person reporting is the person alleged to
be the victim of conduct that could constitute sex discrimination), in person,
by mail, by telephone, or by electronic mail, using the contact information
listed for the Title IX Coordinator. If the District receives notice of sex
discrimination or alleged sex discrimination against a person in the
District’s education program or activity, the Title IX Coordinator or
designee will promptly notify the complainant of the grievance process. The
District will treat complainants and respondents equitably during the
grievance process. Sexual harassment is a form of sex discrimination, and
any incident:of sexual harassment under Title IX,, as defined above, shall be
handled pursuant to Section I of these Administrative Regulations. Any
allegation's;'of sexual harassment under Title VII or Connecticut law, as
defined above, shall be handled pursuant to this Section II of these
Administrative Regulations.

Grievance Procedures

L. As soon as an employee feels that the employee has been subjected
to sex discrimination other than sexual harassment as defined under
Title IX (including, without limitation, sexual harassment under
Title VII or Connecticut law), the employee should make a written
complaint to the Title IX Coordinator or to the building principal, or
designee. The employee will be provided a copy of the Board’s
Policy and Administrative Regulations and made aware of the
employee’s rights under this Policy and Administrative Regulations.
Preferably, complaints should be filed within ten (10) school days
of the alleged occurrence. Timely reporting of complaints facilitates
the investigation and resolution of such complaints.
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Prohibition of Sex Discrimination and Sexual Harassment in the Workplace (continued)

Section II.  Grievance Procedures for Claims of Sex Discrimination (Other Than Sexual
Harassment Under Title IX)

C.

Grievance Procedures (continued) -

The complaint should stat'e"'the'

1. Name of the complamant
ii. Date of the complaint;
1i. Date(s) of the alleged discrimination;
iv.  Name(s) of the discriminator(s);
V. Location where such discrimination occurred;
vi. Names of any w1mess(es) to the discrimination;
vil. Dctaﬂed statement of the circumstances constituting the
alleged discrimination; and
Viii. Remedy requested.

Any employee who makes an oral complaint of sex discrimination
to any of the above-mentioned personnel will be provided a copy of
these Administrative Regulations and will be requested to make a
written complaint pursuant to the above procedure.

All complaints are to be forwarded immediately to the building
principal or designee unless that individual is the subject of the
complaint, in which case the complaint should be forwarded directly
to the Superintendent of Schools or designee. In addition, a copy of
any complaint filed under this Policy shall be forwarded to the Title
IX Coordinator. If the complaint being filed is against the Title IX
Coordinator, the complaint should be filed with the Superintendent,
If the complaint being filed is against the Superintendent, the
complaint should be filed with the Board Chair, who will then retain
an independent investigator to investigate the matter.

The Title IX Coordinator or designee shall investigate all complaints
of sex discrimination against an employee, regardless of whether the
conduct occurred on or off-school grounds. Complaints will be
investigated promptly within the timeframes identified below.
Timeframes may be extended as needed given the complexity of the
investigation, availability of individuals with relevant information,
and other extenuating circumstances. The investigation shall be
conducted discreetly, maintaining confidentiality insofar as possible
while still conducting an effective and thorough investigation.
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Section II.  Grievance Procedures for Claims of Sex Discrimination (Other Than Sexual
Harassment Under Title IX)

C. Grievance Procedures (continued)

6.

Any employee who makes a complaint shall be notified of the
District’s intent to investigate the complaint. In the event the
employee requests conﬁd_éfﬁﬁalitjk- ‘or that an investigation not be
conducted, the District will take reasonable steps to investigate and
respond to the complaint to the extent possible, given the request for
confidentiality or that the District not investigate the complaint. If
the employee insists that this information not be shared with the
alleged discriminator(s), the employee will be informed that the
District’s ability to invest’i{ggte”ﬁﬂd/or take corrective action may be
limited. '

Upon receipt of a.sex discrimination complaint, the Title IX
Coordinator shall either promptly commence an investigation of the
complaint, or shall designate a school administrator to promptly
investigate the complaint. The Title IX Coordinator or designee
shall:

- offerto meet with the complainant and respondent (if
applicable) separately within ten (10) school days to
discuss the nature of the complaint, identify
individuals the complainant and respondent (if
applicable) believe have relevant information, and
obtain any relevant documents the complainant and
respondent may have;

i. provide the complainant and respondent (if
applicable) with a copy of the Board’s sex
discrimination policy and accompanying
regulations;

il consider whether any interim measures may be
appropriate to protect the complainant or respondent
(if applicable), pending the outcome of the
investigation;

v. conduct an investigation that is adequate, reliable,
and impartial. Investigate the factual basis of the
complaint, including, as applicable, conducting
interviews with individuals deemed relevant to the
complaint;



R4000.1(t)
4200.1
5145.44

Personnel - Certified/Non-Certified/Students

Sexual Harassment/Title IX
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Section II.  Grievance Procedures for Claims of Sex Discrimination (Other Than Sexual
Harassment Under Title IX)

] Grievance Procedures (continued)

Y

Vi,

vii.

consider whether alleged sex discrimination has created a
hostile work environment, including consideration of the
effects of off-campus conduct on the school;

communicate the outcome of the investigation in writing to
the complainant, to the respondent, and to any individual
properly identified as a party to the complaint (to the extent
permitted by state and federal confidentiality requirements),
within ninety (90) school days from the date the complaint
was received by the Superintendent’s office.  The
investigator may extend this deadline for no more than
fifteen (15) additional school days if needed to complete the
investigation. ~ The complainant and respondent (if
applicable) shall be notified of such extension. The written
notice shall include a finding whether the complaint was
substantiated and if so, shall identify, to the extent possible,
how the District will remedy the discrimination, adhering to
the requirements of state and federal law; and

when sex discrimination has been found, take steps that are
reasonably calculated to end the discrimination, take
corrective and/or disciplinary action aimed at preventing the
recurrence of the discrimination, as deemed appropriate by
the Superintendent or designee, and take steps to remedy the
effects of the sex discrimination.

8. If a complaint is made during summer recess, the complaint will be
reviewed and addressed as quickly as possible given the availability of staff
and/or other individuals who may have information relevant to the

complaint.

If fixed timeframes cannot be met, the complainant and

respondent will receive notice and interim measures may be implemented

as necessary.
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Section I.  Grievance Procedures for Claims of Sex Discrimination (Other Than Sexual
Harassment Under Title IX)

! Grievance Procedures (continued)

9.

If the complainant or respondent (if applicable) is dissatisfied with
the findings of the investigation, the complainant or respondent may
file a written appeal within five (5) school days to the Title IX
Coordinator, or, if the Title IX Coordinator conducted the
investigation, to the Superinténdent of Schools. The Title IX
Coordinator or Superintendent shall review the Title IX Coordinator
or designee’s written report, the information collected by the Title
IX Cootdinator or designee -together with the recommended
disposition ‘of the complaint to determine whether the alleged
conduct constitutes sex discrimination. The Title IX Coordinator or
Superintendent of Schools may determine if further action and/or
investigation is warranted. After completing this review, the Title
IX Coordinator or Superintendent of Schools shall respond to the
complainant and resp'c')ndent (if applicable), in writing, within fifteen
(15) school days following the receipt of the written request for
review.

D. Miscellaneous

1

If a sex discrimination complaint raises a concern about discrimination
or harassment on the basis of any other legally protected classification
(such as race, religion, color, national origin, age, or disability), the Title
IX Coordinator or designee shall make a referral to other appropriate
personnel within the District (e.g. Section 504 Coordinator, etc.), so as
to ensure that any such investigation complies with the requirements of
policies regarding nondiscrimination.

If the sex discrimination complaint results in reasonable cause to suspect
or believe that a child has been abused or neglected, has had a
nonaccidental physical injury, or injury which is at variance with the
history given of such injury, is placed at imminent risk of serious harm,
or that a student has been sexually assaulted by a school employee, then,
the person to whom the complaint is given or who receives such
information shall report such matters in accordance with the Board’s
policy on the Reports of Suspected Child Abuse or Neglect of Children.
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Section 11. Grievance Procedures for Claims of Sex Disqr_imination (Other Than Sexual
Harassment Under Title IX)

D.

Miscellaneous (continued)

3. Retaliation against any individual who complains pursuant to the

Board’s Policy regarding the Prohibition of Sex Discrimination and
Sexual Harassment (Personnel) and these Adnnmstratlve Regulations is
strictly prohibited. Nmther the District nor any other person may
intimidate, threaten, coerce, or discriminate against any individual for
the purpose of interfering with any right or privilege secured by Title IX
or these Administrative Regulations, or because the individual has made
a report or compiam_t testified, assisted, or participated or refused to
participate in any manner.in an investigation, proceeding, or hearing
under these Administrative Regulations. The District will take actions
demgned to prevent retaliation as a result of filing a complaint.
Complaints alleging retaliation may be filed according to the grievance
procedures for sex discrimination described herein.

Section III. Further Reporting

At any time, a complainant alleging sex discrimination or sexual harassment may
also file a complaint with the Office for Civil Rights, Boston Office, U.S.
Department of Education, 8" Floor, 5 Post Office Square, Boston, MA 02109-3921
(Telephone (617) 289-0111).

Employees may also make a report of sexual harassment and/or sex discrimination
to the Connecticut Commission on Human Rights and Opportunities, 450
Columbus Boulevard, Hartford, CT 06103-1835 (Telephone: 860-541-3400 or
Connecticut Toll Free Number: 1-800-477-5737).

Copies of these Administrative Regulations will be distributed to all employees.

Regulation approved:

cps reviewed: 1-25
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Sexual Assault: An offense classified as forcible or nonforcible sex offense under the uniform crime
reporting system of the Federal Bureau of Investigation.

Rape— (Except Statutory Rape) The camal knowledge of a person, without the consent of the
victim, including instances where the victim is incapable of giving consent because of the person’s
age or because of the person’s temporary or permanent mental or physical incapacity.

Sodoemy—Oral or anal sexual intercourse with another person, without the consent of the victim,
including instances where the victim is incapable of giving consent because of the person’s age or
because of the person’s temporary or permanent mental or physical incapacity.

Sexual Assault with an Object—To use an object or instrument to unlawfully penetrate, however
slightly, the genital or anal opening of the body of another person, without the consent of the victim,
including instances where the victim is incapable of giving consent because of the person’s age or
because of the person’s temporary or permanent mental or physical incapacity.

Fondling—The touching of the private body parts of another person for the purpose of sexual
gratification without the consent of the victim, including instances where the victim is incapable of
giving consent because of the person’s age or because of the person’s temporary or permanent
mental or physical incapacity.

Incest—Non-forcible sexual intercourse between persons who are related to each other within the
degrees wherein marriage is prohibited by law.

Statutory Rape—Non-forcible sexual intercourse with a person who is under the statutory age of
consent.

Dating Violence: Violence committed by a person who is or has been in a social relationship of a romantic
or intimate nature with the victim; and where the existence of such a relationship shall be determined based
on a consideration of the length of the relationship, the type of relationship, and the frequency of interaction
between the persons involved in the relationship.

Domestic Violence: Includes felony or misdemeanor crimes of violence committed by a current or former
spouse or intimate partner of the victim, by a person with whom the victim shares a child in common, by a
person who is cohabitating with or has cohabitated with the victim as a spouse or intimate partner, by a
person similarly situated to a spouse of the victim under the domestic or family violence laws of the
jurisdiction receiving grant monies, or by any other person against an adult or youth victim who is protected
from that person’s acts under the domestic or family violence laws of the jurisdiction.

Stalking: Engaging in a course of conduct directed at a specific person that would cause a reasonable
person to fear for the person’s safety or the safety of others; or suffer substantial emotional distress.
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COMPLAINT FORM REGARDING SEXUAL HARASSMENT UNDER TITLE IX
(PERSONNEL)

This complaint form should be used for complainis of sexual harassment as defined on page 1

of the Board’s Administrative Regulations regarding the Prohibition of Sex Discrimination and
Sexual Harassment (Personnel)

Name of the complainant

Date of the complaint

Date of the alleged sexual harassment

Name or names of the sexual harasser(s)

Location where such sexual harassment occurred

Name(s) of any witness{es) to the sexual harassment

Detailed statement of the circumstances constituting the alleged sexual harassment

Remedy requested

Signature of Complainant or Title IX Coordinator:
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COMPLAINT FORM REGARDING SEX DISCRIMINATION (OTHER THAN SEXUAL
HARASSMENT UNDER TITLE IX) (PERSONNEL)

This complaint form should be used for complaints of sex discrimination as defined on page 1
of the Board’s Administrative Regulations regarding the Prohibition of Sex Discrimination and

Sexual Harassment (Personnel)

Name of the complainant

Date of the complaint

Date of the alleged sex discrimination

Name or names of the sex discriminator(s)

Location where such sex discrimination occurred

Name(s) of any witness(es) to the sex discrimination

Detailed statement of the circumstances constituting the alleged sex discrimination

Remedy requested

Signature:
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NOTICE OF SEXUAL HARASSMENT ALLEGATIONS UNDER TITLE IX

In accordance with the Board’s Policy and Administrative Regulations regarding the Prohibition
of Sex Discrimination and Sexual Harassment (Personnel), a formal complaint of sexual
harassment has been filed with the Title IX Coordinator.

Identities of the parties involved, if known:
(Complainant(s))
(Respondent(s))

The conduct allegedly constituting sexual harassment:

The date and the location of the alleged incident, if known:

The Title IX Coordinator or designee will contact the parties regarding the next step in the
grievance process. Questions can be directed to the Title IX Coordinator: [INSERT CONTACT

INFORMATION FOR TITLE IX COORDINATOR]

The respondent is presumed not responsible for the alleged conduct. A determination regarding
responsibility is made at the conclusion of the grievance process.

All parties involved may have an advisor of their choice who may be, but it not required to be, an
attorney. This advisor may inspect and review evidence as permitted by the Board’s
Administrative Regulations regarding the Prohibition of Sex Discrimination and Sexual
Harassment (Personnel).

Any employee who knowingly makes false statements or knowing submits false information
during this grievance process is subject to discipline, up to and including termination. Additionally,
1t is a violation of the Board’s Student Discipline Policy to lie to school officials or otherwise
engage in dishonest behavior, which includes knowingly making false statements or knowingly
submitting false information during the grievance process. Any student who knowingly makes
false statements or knowingly submits false information during this grievance process will be
subject to sanctions pursuant to the Board’s Student Discipline Policy.

A copy of the Board’s Policy and Administrative Regulations regarding the Prohibition of
Sex Discrimination and Sexual Harassment (Personnel) is included with this notice.
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NOTICE OF INFORMAL RESOLUTION PROCESS FOR SEXUAL HARASSMENT
COMPLAINTS UNDER TITLE IX

In accordance with the Board’s Policy and Administrative Regulations regarding the Prohibition
of Sex Discrimination and Sexual Harassment (Personnel), a formal complaint of sexual
harassment has been filed with the Title IX Coordinator. The Board has an informal resolution
process to promptly and equitably resolve such complaints using mediation {alternatively, could
be restorative justice]. This informal resolution process w1ll only be utilized if both the
Complainant and Respondent agree to do so.

The conduct allegedly constituting sexual harassment:

If both parties agree to the informal resolution process, it shall preclude the parties from resuming
a formal complaint arising out of the same allegations. However, either party may withdraw from
the informal resolution process at any time before agreeing to a resolution and resume the
grievance process for formal complaints of sexual harassment.

If both parties agree to a resolution, that resolution is binding upon both parties and cannot be
changed or appealed.

The District will maintain for a period of seven (7) years records of the informal resolution process
and results therefrom.

I voluntarily consent to the informal resolution process:

Complainant Date

Respondent Date
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Notice
[To be posted in a conspicuous place readily available
for viewing by employees and emailed to employees within three months of hire with the
subject line “Sexual Harassment Policy” or words of similar import]

SEXUAL HARASSMENT IS ILLEGAL
AND IS PROHIBITED

BY
THE CONNECTICUT DISCRIMINATION EMPLOYMENT PRACTICES ACT

(Section 46a-60(a)(8) of the Connecticut General Statutes)

AND
TITLE VII OF THE CIVIL RIGHTS ACT OF 1964

(42 United States Code Section 2000e et seq.)

SEXUAL HARASSMENT MEANS ANY UNWELCOME SEXUAL ADVANCES OR REQUESTS FOR SEXUAL
FAVORS OR ANY CONDUCT OF A SEXUAL NATURE WHEN:

L SUBMISSION TO SUCH CONDUCT IS MADE EITHER EXPLICITLY OR IMPLICITLY A TERM OR
CONDITION OF AN INDIVIDUAL'S EMPLOYMENT;

2. SUBMISSION TO OR REJECTION OF SUCH CONDUCT BY AN INDIVIDUAL IS USED AS THE BASIS
FOR EMPLOYMENT DECISIONS AFFECTING SUCH INDIVIDUAL; OR

F such conduct has the purpose or effect of substantially interfering with an individual's work
performance or creating an intimidating, hostile, or offensive working environment.

EXAMPLES OF SEXUAL HARASSMENT INCLUDE:

UNWELCOME SEXUAL ADVANCES
SUGGESTIVE OR LEWD REMARKS

UNWANTED HUGS, TOUCHES, KISSES

REQUESTS FOR SEXUAL FAVORS

RETALIATION FOR COMPLAINING ABOUT SEXUAL HARASSMENT
DEROGATORY OR PORNOGRAPHIC POSTERS, CARTOONS, OR DRAWINGS.

REMEDIES FOR SEXUAL HARASSMENT MAY INCLUDE:

CEASE AND DESIST ORDERS

BACK PAY

COMPENSATORY DAMAGES

PUNITIVE DAMAGES

HIRING, PROMOTION, OR REINSTATEMENT

Retaliation against any employee for complaining about sexual harassment is prohibited under this
policy and illegal.
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4200.1
Notice
{continued)
VIOLATION OF THIS POLICY IS GROUNDS FOR DISCIPLINE, INCLUDING DISCHARGE.

INDIVIDUALS WHO ENGAGE IN ACTS OF SEXUAL HARASSMENT MAY ALSO BE SUBJECT TO CIVIL AND
CRIMINAL PENALTIES.

AN INFRACTION OF THIS POLICY BY SUPERVISORS OR CO-WORKERS SHOULD BE REPORTED
IMMEDIATELY TO THE TITLE IX COORDINATOR OR THE SUPERINTENDENT IF THE TITLE IX
COORDINATOR IS THE SUBJECT OF THE COMPLAINT]. CONFIDENTIALITY WILL BE MAINTAINED TO
THE EXTENT POSSIBLE.

ANY EMPLOYEE WHO BELIEVES THAT HE OR SHE HAS BEEN HARASSED OR DISCRIMINATED AGAINST
IN THE WORKPLACE IN VIOLATION OF THIS POLICY MAY ALSO CONTACT:

THE CONNECTICUT COMMISSION ON HUMAN RIGHTS AND OPPORTUNITIES

[ 1 REGION OFFICE [REGIONAL OFFICES AND THEIR ADDRESSES CAN BE FOUND
ON THE CHRO WEBSITE, HTTP://WWW.STATE.CT.US/CHRO/]

[ADDRESS]

| PHONE NUMBER]

AND/ OR:

THE EQUAL EMPLOYMENT OPPORTUNITY COMMISSION
BOsTON AREA OFFICE

JoHN F. KENNEDY FERERAL BUILDING

475 GOVERNMENT CENTER

BostoN, MA 02203

PHONE (800) 669-4000

CONNECTICUT LAW REQUIRES THAT A FORMAL WRITTEN COMPLAINT BE FILED WITH THE

COMMISSION ON HUMAN RIGHTS AND OPPORTUNITIES WITHIN THREE HUNDRED {300) DAYS OF THE
DATE WHEN THE ALLEGED HARASSMENT/ DISCRIMINATION OCCURRED.

924120
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Instruction
Graduation Requirements
Definition and Broad Guidelines

Graduation from Griswold Public Schools implies (1) that students have satisfactorily
completed the prescribed courses of study for the several grade levels in accordance with
their respective abilities to achieve, (2) that they have satisfactorily passed any examinations
and satisfactorily demonstrated the district's performance standards, assessed in part by the
statewide mastery examinations, established by the faculty and approved by the Griswold
Board of Education, and (3) that thcy have fulfllled the lcgally mandated number and

distribution of credits.

The Principal shall submit to the Board of Education through the Superintendent his/her
detailed requirements and standards to agree with the goals of our district as adopted by the
Griswold Board of Education. It is expected that faculty will apply measures of achievement
to provide evidence that each student has progressed far enough toward program goals and
requirements to warrant graduation according to the terms of paragraph #1 above.

The Griswold Board of Education. in recognition of its responsibility for the education of all
students in the district. including those who do not successfully complete the assessment
criteria listed above, and those who drop out of school. shall make available to all the school
district’s students a course of study or alternative programming for meeting standards that
will enable them to acquire a high school or vocational school diploma.

The Griswold Board of Education shall award a high school diploma to any World War [1
veteran or veteran of the Korean Hostilities or Vietnam Era veteran requesting such diploma
who left high school for military service as defined in the statutes and did not receive a
diploma as a consequence of such service.

The Griswold Board of Education may grant students high school credit for successful
completion of coursework earned from an accredited institution of higher learning taken
either during the school vear or summer months.

Graduation Criteria

The Griswold Board of Education adheres to the State requirement permitting any high
school student to be granted a diploma upon satisfactorily completing a minimum of twenty-
five credits, including no fewer than:
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9.0 Humanities Credits 4.0 credits of English

3.0 credits of History including 0.5 credit of
ivics
.0 credits of Humanities courses of choice

9.0 Science, Technology, Engineering, & 3.0 credits of Science
Mathematics (STEM) Credits

3.0 credits of Mathematics

).5 credit of Capstone - Personal Finance

).5 credit of Capstone - Vision of the Graduate

2.0 credits of STEM courses of choice

1.0 World Language Credit 1.0 credit of World Language

1.0 Physical Education and Wellness Credit [0.5 credit of Physical Education 9

0.5 credit of Physical Education 10

1.0 Health and Safety Education Credit 0.5 credit of Health
0.5 credit of Safety & Wellness
1.0 Community Service 40 hours (10 hours/year)
3.0 Electives ourses of choice
Total Credits 25.0 Credits

A student shall be excused from the physical education requirement upon presentation of a
certificate from a physician or advanced practice registered nurse indicating that participation
in physical education is medically contraindicated because of the student's physical
condition. An elective may fulfill the credit for physical education.

All students must take a minimum of 7 credits per year with the exception of senior year
whereby a student in good academic standing may opt to take 6 credits.

Grade Assignment and Promotion

Students are promoted to the next higher grade according to the following accumulation of
credits:

Grade 9 to Grade 10 6 credits
Grade 10 to Grade 11 1] credits
Grade 11 to Grade 12 |7 credits

A student's grade classification is determined by credits earned and years in high school.
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Student Support and Remedial Services

Beginning with the graduating class of 2023, the Board of Education will provide adequate
student support and remedial services for students beginning in grade seven. Such student
support and remedial services shall provide alternate means for a student to complete any of
the high school graduation requirements previously listed if such student is unable to
satisfactorily complete any of the required courses or exams. Such student support and
remedial services shall include, but not be limited to, (1) allowing students to retake courses
in summer school or through an approved online credit recovery course; or (2) allowing
students to enroll in a class offered at a constituent unit of the state system of higher
education, and (3) allowing those students whose individualized education plans state that
such students are eligible for an alternate assessment to demonstrate competency on any of
the five core courses through success on such alternate assessment.

The Griswold Public School's graduation requirements apply to all students, including
students requiring Special Education Services except when the Planning and Placement Team
exercises the right to adjust the standards of performance on an individual basis.

The fulfillment of the mandated one-credit foreign language requirement can include the
successful completion of a world language course in grades six. seven. or eight. an online
course successfully completed. or the successful completion of a course offered privately
through a nonprofit provider. provided such student achieves a passing grade on an
examination prescribed by the Commissioner and such credits do not exceed four.

All credits earned toward meeting any of the graduation requirements through the successful
completion of online courses must fulfill the requirements established in policy #6172.6.
“Virtual/On-line Courses.”

Student Success Plans

The Griswold Public Schools Administration shall create a student success plan for each
enrolled student, beginning in grade six. Such plan shall include a student’s career and academic
choices in grades six through twelve. Beginning in grade six. such student success plan shall
provide evidence of career exploration in each grade. The Griswold Board of Education shall
utilize the Department of Education’s issued and revised guidance regarding changes to such
student success plans.

Student success plans shall be created. if possible. in collaboration with each student and the
student’s parent/guardian and shall, to the extent it does not conflict with the career choices of
the student or his/her parent/guardian. include an academic plan that is in compliance with the
Board's Challenging Curriculum Policy.

Eligible Credits

Per statute (C.G.S. 221a(f)) the determination of eligible credits is at the discretion of the Board
of Education. provided the primary focus of the curriculum of eligible credits corresponds



directly to the subject matter of the specified course requirements. The Board may permit a
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student to graduate during a period of expulsion if the Board determines the student has
satisfactorily completed the necessary credits. The graduation requirements shall apply to any
student requiring special education except when the Planning and Placement Team (PPT)
determines the requirement not to be appropriate.

At Griswold High School, a credit is defined as a class of block time, per year, equivalent to
200 minutes per week. One-half credit is given for courses that complete work in one
semester. In addition, credit toward high school graduation can be earned (1) at an institution
accredited by the Board of Regents for Higher Education or State Board of Education or
regionally accredited, (2) through on-line course work or (3) through a demonstration of
mastery based on competency and performance standards. in accordance with guidelines
adopted by the State Board of Education.

Only courses taken in grades nine through twelve, inclusive, and that are in accordance with
the state-wide subject matter content standards, adopted by the State Board of Education shall
satisfy this graduation requirement except that a student may be granted credit toward
meeting the high school graduation requirements upon (1) the successful demonstration of
mastery of the subject matter content described in this and the Mastery-Based Learning
sections, achieved through education experiences and opportunities that provide flexible and
multiple pathways to learning, including cross-curricular graduation requirements, career and
technical education, virtual learning, work-based learning, high school courses taken during
middle school (taught at the high school campus only), service learning, dual enrollment and
early college courses, internships and student designed independent studies or (2) for the
successful completion of coursework at an institution accredited by the Department of Higher
Education or regionally accredited. One three-credit semester course, or its equivalent shall
equal one-half high school credit.

Connecticut Seal of Biliteracy

Commencing with the graduating class of 2019, and for each graduating class thereafter, the
Board of Education, utilizing criteria established by the State Board of Education, may affix
the "Connecticut State Seal of Biliteracy" to a diploma awarded to a student who has
achieved a high level of proficiency in English and one or more foreign languages. "Foreign
language" means a world language other than English and includes American Sign Language
and any other language spoken by a federally recognized Native American tribe. The Board
of Education shall include on such student's transcript a designation that the student received
the "Connecticut Seal of Biliteracy."

Awards of High School Diplomas

Students who complete all graduation requirements shall receive a diploma at the June
commencement. Individuals also may satisfy graduation requirements by the satisfactory
completion of the following:

1. Successful completion of a summer course or summer courses comparable (as
determined by the Principal) to the subject(s) in which the student was deficient.
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2. Honorable discharge from the United States Armed Forces after a minimum of ninety days
of active service during World War II for individuals who withdrew from school to join the
Armed Forces and for veterans of the Korean Hostilities and for veterans of the Vietnam Era.

3. Honorable discharge from the United States Armed Forces for individuals who left high
school prior to graduation and did not receive a diploma as a consequence of such service.

4. Withdrawal from high school prior to graduation to work on a job that assisted the war
effort during World War II, December 7, 1941 through December 31, 1946, not receiving a
diploma as a consequence of such work and has been a resident of Connecticut for at least

fifty (50) consecutive years.
LEGAL REFERENCE
Connecticut General Statutes

10-5¢ Board examination series pilot program. Issuance of certificate (as
amended by P.A. 13-247)

Legal Reference: Connecticut General Statutes (continuedQ

10-14n State-wide mastery examination. Conditions for reexamination.
Limitation on use of test results. (as amended by Section 115 of PA 14-217)

10-16(1) Graduation exercises. (as amended by P.A. 96-26 An Act
Concerning Graduation Requirements and Readmission and Placement of

Older Students)

10-221a High school graduation requirements. (as amended by P.A. 00-124,
An Act Concerning High School Diplomas and Veterans of World War II,
P.A. 00-156, An Act Requiring A Civics Course for High School
Graduation and P.A. 08-138, An Act Concerning High School Credit for
Private World Language Courses Other Subject Areas), P.A. 10-111, An Act
Concerning Education Reform in Connecticut, P.A. 135, An Act Concerning
Implementation Dates for Secondary School Reform, P.A.13-57, An Act
Concerning Honorary Diplomas for Vietnam Veterans, P.A. 13-122, An Act
Concerning Minor Revisions to the Education Statutes, P.A. 13-247, Budget
Implementer Bill, P.A.

15-237 An Act Concerning High School Graduation.) and PA 17-42
10-233(a) Promotion and graduation policies.
P.A. 13-108 An Act Unleashing Innovation in Connecticut Schools

P.A. 13-247 An Act Implementing Provisions of the State Budget



P.A. 15-237 An Act Concerning High School Graduation.
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P.A. 16-44(SS) (Section 310)

Policy Revised: June 24, 2019
GRISWOLD PUBLIC SCHOOLS

Griswold, Connecticut



CURRENT POLICY

ic '1ty of all. school dlstrlct personnei through close supervision of

students in all schooi bulldlng_ and grounds and through spec;al attentlon to:

1.3.

Safe pr tlces by schoei personnel and students - parncularly in‘instructional areas or in
extracurncular actlv ¢s presenting specxal hazards

Development of schoo : ograms and activities consistent with approprlate abilities and
hrmtatlons of students at ¢ ach age 1eve1 .

Offermg safety educanon to students germane to particular subjects such as laboratory
courses in science, 1ndustrla] arts, and health ‘and physical education.

Appropriate first aid care for students in case of accident or sudden illness.

Adequacy of emergency response procedures at each school in the District (first aid,
cardiopulmonary resuscitation, infection control security).

Development, adoption and implementation of a code of conduct and other appropriate
rules that are designed to promote health and safety and prevent unintended injury,
harassment, bullying and other forms of violence. Such code shall prohibit the use and
possession of alcohol, tobacco and other drugs and weapons and dangerous instruments at
school.

Training exercises for all school staff designed to help them maintain a positive climate
for learning and to effectively enforce safety and discipline rules.

Requiring the District and its individual schools to have safety and security plans which
serve as a guide to address the various safety needs in the school, such as lockdown
procedures, evacuations, drills and safety protocols, and personnel assignments.

Conducting regular audits (at least annually) to evaluate and analyze the effectiveness of
each school’s safety and security plans. First responders, local law enforcement and the
entire school community shall be involved in this process. Law enforcement and local
public safety officials shall be invited to evaluate all fire and crisis response drills.



bers about school-level

. 5131/5144/8 _-4 Conduct/Dasclplme/Suspensmn/Expulswn)
(cf. 5 131. 21 Te.rrorxstic Threats/Acts of Violent Behavior)
(cf 5131 6- Dru_gs/AIcohql anci Tobacco)

(cf 5141 21 - Administ ng Medzcatlons)

(cf. 5141.22 - Communicable and Infectious Diseases)

(cf. 5141.3 - Student Health Assessments and Immunizations)
(cf. 5141.4 - Child Abuse and Neglect)

(cf. 5141.5 - Suicide Prevention)

(cf. 5141.6 - Crisis Management Plan)

(cf. 6142.1 - Family Life and Sex Education)

(cf. 6114 - Emergencies and Disaster Preparedness)

(cf. 6114.7 - Safe Schools)

(cf. 6114.8 - Pandemic/Epidemic Emergencies)

Legal Reference: Connecticut General Statutes
10-220f Safety committee.
P.A. 13-3 An Act Concerning Gun Violence Prevention and Children’s
Safety (Sections 86, 87, 88)

Policy adopted: October 26, 2015 GRISWOLD PUBLIC SCHOOLS
Griswold, Connecticut



P5142(a)
RECOMMENDED, NEWLY

EXPANDED POLICY AND REGULATION

Students

School Safety: Preparation, Response, and After Action

It is the policy of the Griswold Board of Education to maintain a safe, orderly, civil, and positive
learning environment and to be prepared, as far as possible, to prevent and respond quickly and
appropriately to unexpected crises, such as emergencies, disasters, and threats.

The Board of Education shall strive to build safe, supportive, and academically challenging school
learning environments in partnership with students, staff members, families and community
leaders and officials. Supporting these efforts, along with ensuring all facilities, grounds,
equipment, and vehicles meet acceptable injury and violence prevention standards for design,
installation, use, and maintenance, the Board recognizes that sound emergency preparedness
planning and response are essential for the health, welfare, and safety of all students, staff and
visitors. All school community members are responsible for doing everything in their power to
promote everyone's safety at all times. District staff and students shall be prepared to respond
immediately and responsibly to any combination of events that threaten the school community.

The Board directs the Superintendent to develop, maintain, and implement an Emergency Disaster
Preparedness and Response Plan (District Security and Safety Plan) and, for each school, a
School Security and Safety Plan and administrative procedures that detail provisions for
responding to emergencies and disasters. This Plan will articulate the local emergency service
providers' role in crisis preparedness and incident management, which shall be included in the
District’s Security and Safety Plan.

The School Security and Safety Plan

The Superintendent shall use state-approved School Security and Safety Plan Standards and a
School Security and Safety Plan Template to comply with the National Incident Management
System (NIMS) and incorporate the National Incident Command Systemn when updating District-
and site-level emergency and disaster preparedness plans. Each school in the District, each school
year, will develop and implement a School Security and Safety Plan. Such plan shall be based
upon the standards issued by the Department of Emergency Services and Public
Protection/Division of Emergency Management and Homeland Security (DESPP/DEMHS} and
the School Security and Safety Plan Template. In addition to preparedness and response, the plan
shall provide guidance on recovery from any emergency incident.

In developing the District and School Security and Safety Plans, which include plans for various
crisis scenarios, such as fire, bus accidents, criminal acts, civil disturbances, presence of intruders,
hazardous material spill, weather-related emergencies, and bomb threats, the Superintendent shajl
collaborate with local and state emergency responders and local heaith officials in compliance with
the provisions of PA'13-3.
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Students
School Safety: Preparation, Response, and After Action
The School Security and Safety Plan (continued)

The Board through the Superintendent, shall annually, by November 1 of each year, submit the
School Security and Safety Plans for each school to the Department of Emergency Services and
Public Protection via submission to the District’s DEMHS Regional Coordinator in the manner

prescribed by said agency.

The Superintendent or designee shall use the School Security and Safety Plan standards and plan
templates developed by the Department of Emergency Services, state-approved Standardized
Emergency Management System guidelines, be compliant with the National Incident Management
System (NIMS) and incorporate the National Incident Command System when updating district
and site-level emergency and disaster preparedness plans.

The School Security and Safety Plan shall be developed within the context of the four recognized
phases of crisis management: Mitigation/Prevention, Preparedness, Response, and Recovery.

Protocols for Interacting with Federal Immigration Authorities (New and recommended)

Through this policy, the Board of Education commits to ensuring the Griswold Public Schools
follow all guidelines and protocols established by the Connecticut State Department of Education
regarding immigration authorities interacting with the District. These plans cover each school.

These plans specifically require each district to do the following:

1. Designate at least one administrator at each school to serve as the individual responsible
for interacting with federal immigration authorities;

2. Specify that this administrator, or any other school employee, may request specific
information from the immigration authorities to take specific other actions (see below);
and

3. Permit other school personnel to direct immigration authorities to the designated

administrator if they request access to records, information, the interior of the school
building, or other school personnel to communicate with.

Actions that the designated administrator or any other school employee may take:

1. Request and record a federal immigration authority’s identification, including the name,
badge or identification number, telephone number, and business card;

o

Ask the immigration authority if he or she has a judicial warrant to support the authority’s
request and, if so, show the warrant;

3. Review warrants or other materials that the authority provides to determine who issued the
warrant and what it or the other material authorizes the authority to do; and
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Students
School Safety: Preparation, Response, and After Action

Protocols for Interacting with Federal Immigration Authorities (continued)

4. Consult with the school district’s legal counsel (or legal counsel’s guidance) on how to
interact with the immigration authority regarding the request’s nature, whether a warrant
is produced, the warrant’s details (including whether it is a judicial warrant or an
administrative warrant), whether the immigration authority is claiming exigent
circumstances, and any other consideration the legal counsel has identified.

No staff member shall be disciplined, suspended, terminated, or otherwise punished for
implementing the updated school security and safety plan relating to staff interacting with an
immigration authority. This protection specifically applies to staff taking any of the permitted
actions listed above and directing the immigration authority to communicate with the designated

administrator.
District Security and Safety Committee

The District Security and Safety Committee includes the Superintendent, Town Emergency
Officials, representative of school leadership, teachers and staff, mental health and special
education staff representatives, the administrator(s) designated to interact with immigration
authorities, and others deemed necessary. This Committee shall meet each month and fulfill the

following tasks:

e Oversee and facilitate the process for the development and submission of School Security
and Safety Plans;

e Ensure that District and school site security and safety plans address an all-hazards
approach to emergencies;

e Assist individual school-based crisis response teams (the School Security and Safety
Committee) to include community partners and school-based personnel as specified;

e Develop training activities and conduct emergency exercises, such as tabletop exercises, to
support and improve the plan;

¢ Initiate, build and maintain relationships with community partners;

e Conduct regular safety, security and hazard assessments;

e [Establish and update the district emergency management plan.

¢ Interview vendors that provide products related to school safety and security;

e Meet with the Board of Education committee that oversees district security and safety
quarterly to report on the following:

o Input related to policy changes and updates;

Resources supporting security and safety initiatives;

Security and Safety concerns facing the District;

Updates on communication procedures and protocols;

(Discussions relating to emergency plans may require an Executive Session.)

0O 00O
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Students

School Safety: Preparation, Response, and After Action

District Security and Safety Committee (continued)

Each school shall establish a School Security and Safety Comamittee, which will assist in

developing and implementing the school’s Security and Safety Plan. Such plans shall be based
upon the Department of Emergency Services and Public Protection standards.

The members of the Committee shall include a local police officer, local first responder, teacher
and administrator from the school, a mental health professional, a parent or legal guardian of a
student at the school, a special education tegcher, and any other person deemed necessary, such
as a school nurse, custodian, local health director, transportation coordinator, etc, Schools shall
collaborate closely with law enforcement, fire and emergency services personnel, and community
partners, including public health professionals who can assist with the development of a plan that
addresses a wide range of crises. A security vulnerability assessment of each school shall be
conducted every two years; the results of which shall be incorporated into the school’s Security
and Safety Plan and reported to the DEMHS Regional Coordinator.

School Security and Safety Plans are to be updated and submitted annually and conform to
standards and templates developed by the Department of Emergency Services and the Division of
Emergency Management and Homeland Security (DEMHS) pursuant to Section 86 of Public Act
13-3. In addition, the Superintendent or designee shall ensure that the District’s procedures include
strategies and actions that comply with the National Incident Management System (NIMS) used
by all first responders at all levels of prevention/mitigation, preparedness, response and recovery.

(cf. 5114 — Suspension/Expulsion; Student Due Process)
(cf. 6114.7 - Safe Schools)

Legal Reference: Connecticut General Statutes

10-154a Professional communications between teacher or nurse and
student.

10-207 Duties of medical advisors.

10-209 Records not to be public.

10-210 Notice of disease to be given parent or guardian.
10-220f Safety committee

10-221 Boards of education to prescribe rules

10-222m School security and safety plans. School security and safety
committees

10-23] Fire drills

19a-221 Quarantine of certain persons.
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School Safety: Preparation, Response, and After Action

Legal Reference:

Connecticut General Statutes (continued)

52-557b Immunity from liability for emergency medical assistance, first aid
or medication by injection. School personnel not required to administer or
render.

The Family Educational Rights and Privacy Act of 1974, (FERPA), 20
U.S.C. 1232g,45 C.F.R. 99.

P.A. 13-3 An Act Concerning Gun Violence Prevention and Children’s
Safety (Section 86, 87, 88)

P.A. 19-5 An Act Concerning the Safe Storage of Firearms in the Home and
Firearm Safety Programs in Public Schools

PA 25-1 An Act Concerning Interactions Between School Personnel and
Immigration Authorities, The Purchase and Operation of Certain Drones,
Grants to Certain Nonprofit Organizations, and Student Athlete
Compensation Through Endorsement Contracts and Revenue Sharing
Agreements
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A sample excerpted regulation to accompany the policy.

Students

School Safety: Preparation, Response, and After Action

The Superintendent or designee, on behalf of the Board of Education, shall ensure that District and
School Security and Safety Plans address an all-hazards approach to emergencies and shall
include, but not limited to:

A g 1 e

7.

Fire on or off school grounds which endangers students and staff;

Natural disasters;

Environmental hazards;

Attack or disturbance, or threat of attack or disturbance, by an individual or group;

Bomb threat or actual detonation;

Biological, radiological, chemical, and other activities, or heightened warning of such
activities;

Medical emergencies and quarantines, such as pandemic influenza outbreaks.

Protocols for Interacting with Federal Immigration Authorities

Through this policy, the Board of Education commits to ensuring the Griswold Public Schools
follow all guidelines and protocols established by the Connecticut State Department of Education
regarding immigration authorities interacting with the District. These plans cover each school.

These plans specifically require each district to do the following:

L

Designate at least one administrator at each school to serve as the individual responsible
for interacting with federal immigration authorities;

Specify that this administrator, or any other school employee, may request specific
information from the immigration authorities to take specific other actions (see below);

and

Permit other school personnel to direct immigration authorities to the designated
administrator if they request access to records, information, the interior of the school
building, or other school personnel to communicate with.

Actions that the designated administrator or any other school employee may take:

1.

.h.)

Request and record a federal immigration authority’s identification, including the name,
badge or identification number, telephone number, and business card;

Ask the immigration authority if he or she has a judicial warrant to support the authority’s
request and, if so, show the warrant;

Review warrants or other materials that the authority provides to determine who issued the
warrant and what it or the other material authorizes the authority to do; and
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Students
School Safety: Preparation, Response, and After Action
Protocols for Interacting with Federal Immigration Authorities (continued)

4. Consult with the school district’s legal counsel (or legal counsel’s guidance) on how to
interact with the immigration authority regarding the request’s nature, whether a warrant
is produced, the warrant’s details (including whether it is a judicial warrant or an
administrative warrant), whether the immigration authority is claiming exigent
circumstances, and any other consideration the legal counsel has identified.

No staff member shall be disciplined, suspended, terminated, or otherwise punished for
implementing the updated school security and safety plan relating to staff interacting with an
immigration authority. This protection specifically applies to staff taking any of the permitted
actions listed above and directing the immigration authority to communicate with the designated
administrator. (PA 25-1 An Act Concerning Interactions Between School Personnel and
Immigration Authorities, The Purchase and Operation of Certain Drones, Grants to Certain
Nonprofit Organizations, and Student Athlete Compensation Through Endorsement Contracts and
Revenue Sharing Agreements)

Each school and district building shall establish a School Security and Safety Committee. The
Committee is responsible for developing the school’s Security and Safety Plan and shall include a
local police officer, local first responder, teacher and administrator from the school, a mental
health professional, a special education department representative, a parent or guardian of a
student at the school, the administrator(s) designated to interact with immigration authorities, and
may include any other person deemed necessary, such as a nurse, custodian or property manager,
local emergency management director, local public health director, information technology
manager, and transportation coordinator. The School Security and Safety Committee shall also
invite subject matter experts to participate as needed, including, for example, the local public
works director, high school student council president, and/or food service director.

The Superintendent shall annually review, update as necessary, and submit a School Security and
Safety Plan for each school under its jurisdiction to the DESPP/DEMHS Regional Coordinator
based on the standards and required template as updated. These annual submissions shall also
include results of security and vulnerability assessments for each school conducted every two

years.

The Superintendent shall identify a lead administrator, such as the school principal, who shall
conduct a security and vulnerability assessment for each school under the jurisdiction of such
board every two years and develop a plan as described in Personal safety and security (Number
4 under Security and Safety Plans) and Steps to be taken after the disaster or emergency
(Number 8 under the same section). By November 1* of each school year, the board of education,
through the superintendent, shall submit to its DEMHS Regional Coordinator an electronic copy

of the plan for that year.



= [

PoLi

P5114(a)

cY SERVICES

CABE'’s newest version of this policy. Revised definition of “bullying "to align with Connecticut
School Climate policy. Policy narrative, appendice~ ~ womlatinn availahle unon renuest

Students RECOMMENDED, NEWLY
EXPANDED POLICY

Suspension and Expulsion/Due Process

The Griswold Board of Education is committed to creating a safe, orderly, and supportive iearning
environment for all students, staff, and visitors. This policy aims to balance the necessity of
maintaining safety and order within our schools while adhering to progressive discipline and
restorative practices, which seeks to address and correct inappropriate behavior while promoting
accountability, personal growth, and the repair of harm.

Students are expected to comply with school rules and Board policies and may be disciplined for
conduct on school grounds or at any school-sponsored activity that endangers persons or property,
1s seriously disruptive of the educational process, or that violates a publicized policy of the Board.
Students may be disciplined for conduct off school grounds if such conduct is seriously disruptive
to the educational process and violates Board policy.

Policy Objectives

1. Ensure Safety and Order: Maintain a secure and disciplined school environment
conducive to learning and free from violence, threats, and disruptive behaviors.

2. Promote Equity and Fairness: Apply disciplinary measures in an equitable, consistent,
and unbiased manner, ensuring that all students are treated with dignity and respect.

3. Support Progressive Discipline: Implement a progressive discipline model that focuses
on intervention and prevention strategies to address and correct student behavior before it

escalates.

4. Implement Restorative Practices: Incorporate restorative practices that emphasize
accountability, reparation of harm, and the restoration of relationships within the school
community.

5. Encourage Personal Responsibility: Foster a sense of personal responsibility and self-
discipline in students, helping them to understand the consequences of their actions and to
make better choices in the future.

6. Engage Families and Communities: Involve parents, guardians, and community
members in the disciplinary process to support students in their behavioral and academic

growth.
Policy Guidelines
1. Clear Expectations and Communication:

e Hstablish and communicate clear behavioral expectations and the consequences

of violating them.
e Ensure that all students, staff, and parents/guardians are aware of the discipline

policy and procedures.
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Policy Guidelines (continued)

2. Progressive Discipline Framework:

Utilize a tiered approach to discipline that escalates in response to the severity
and frequency of the behavior.

Implement early intervention strategies such as counseling, mentoring, and
behavior modification plans to address minor infractions.

3. Restorative Practices:

Employ restorative practices such as mediation, peer counseling, and
restorative circles to address conflicts and repair harm.

Encourage students to take responsibility for their actions and to actively
participate in the resolution process.

4, Consistent and Fair Application:

Ensure that disciplinary measures are applied consistently and fairly across all

student populations.
Monitor and address any disparities in the application of disciplinary actions to

prevent discrimination or bias.

5. Supportive Interventions:

Provide support services such as counseling, social work, and mental health
resources to help students address underlying issues contributing to behavioral

problems.
Develop individualized behavior plans for students with recurring or severe

behavioral issues.

6. Engagement and Collaboration;

Engage families in the disciplinary process through regular communication and
involvement in restorative practices.

Collaborate with community organizations and resources to support students
and families in addressing behavioral and social-emotional needs.

7. Training and Professional Development:

Provide ongoing training for staff on progressive discipline, restorative
practices, and culturally responsive approaches to student behavior.
Encourage staff to develop skills in conflict resolution, de-escalation
techniques, and positive behavior support.
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Review and Accountability

The Griswold Board of Education will regularly review the effectiveness of its discipline policy,
incorporating feedback from students, staff, parents, and the community. Data on disciplinary
actions and their outcomes will be collected and analyzed to ensure continuous improvement and

the achievement of policy objectives.

By adopting this balanced approach to discipline, the Griswold Public School District aims to
create a school environment where all students can learn, grow, and succeed while feeling safe and

supported.
A. Definitions

L. “Exclasion” shall be defined as any denial of public school privileges to a student
for disciplinary purposes.

2 “Removal” shall be defined as an exclusion from a classroom for all or a part of
single class period, provided such exclusion shall not extend beyond ninety (90)
minutes.

3 “In-School Suspension’ means an exclusion from regular classroom activity for

no more than five consecutive days, but not exclusion from school, provided such
exclusion shall not extend beyond the end of the school year in which such in-
school suspension was imposed. Such suspensions shall be served in any school
building under the jurisdiction of the Board of Education.

4. “Suspension” means an exclusion from school privileges or from transportation
services, provided such exclusion shall not extend beyond the end of the school
year in which suspension was imposed. An out-of-school suspension for students
in grades 3-12 shall not exceed ten days. An out-of-school suspension imposed for
children in preschool to second grade shall not exceed five days.

All suspensions shall be in-school unless the administration determines for any
student in grades three through twelve that (1) the student being suspended poses
such a danger to persons or property or such a disruption of the educational process
that the student (grades three to twelve) shall be excluded from school during the
period of the suspension, or (2) that an out-of-school suspension is appropriate
based on evidence pf previous disciplinary issues that have led to suspensions or
expulsion of the student and efforts by the administration to address such
disciplinary issues through means other than out-of-school suspension or expulsion,
including positive support strategies.
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A. Definitions (continued)

4. Suspension (continued)

A student in grades preschool to two, inclusive, may be given an out-of-school
suspension if it is determined by the administration that such suspension is
appropriate based on evidence that the student’s conduct on school grounds is of a
violent or sexual nature that endangers persons. In addition, a person’s duty as a
mandated reporter to report suspected child abuse or neglect is not limited by this
provision.

“Expulsion” shall be defined as an exclusion from school privileges for any student
in grades three to twelve, inclusive, for more than ten (10) consecutive school days
and shall be deemed to include but not be limited to, exclusion from the school to
which such student was assigned at the time such disciplinary action was taken,
provided that assignment to a regular classroom program in a different school in
the district shall not constitute a suspension or an expulsion. Such period of
exclusion may extend to the school year following the school year in which the
exclusion was imposed, up to one calendar year. To be expelled, the student’s
conduct must be found to be both violative of a Board policy and either seriously
disruptive of the educational process or endangering persons or property.

Unless an emergency exists, no student shall be expelled without a formal hearing
provided whenever such student is a minor, the notice shall also be given to the
parents or guardians of the student at least five business days before such hearing,
not including the day of such hearing. If an emergency exists, such hearing shall
be held as soon after the expulsion as possible. The notice shall include information
concerning the parent’s or guardian’s and the student’s legal rights and concerning
legal services provided free of charge or at a reduced rate that are available locally
and how to access such services. An attorney or other advocate may represent any
student subject to expulsion proceedings. The parent or guardian of the student shall
have the right to have the expulsion hearing postponed for up to one week to allow
time to obtain representation, except that if an emergency exists, such hearing shall
be held as soon after the expulsion as possible.

“Emergency” shall be defined as a situation under which the continued presence
of the student in the school imposes such a danger to persons or property or such a
disruption of the educational process that a hearing may be delayed until a time as
soon after the exclusion of such student as possible.

“Days” is defined as days when school is in session.

“School-sponsored activity” is defined as any activity sponsored, recognized or
authorized by the Board of Education and includes activities conducted on or off

school property.

“Possess™ means to have physical possession or otherwise to exercise dominion or
control over tangible property.
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A. Definitions (continued)

10.

I1.

k2.

13.

14.

I5.

16.

17.

“Deadly weapon” means any weapon, whether loaded or unloaded, from which a
shot may be discharged, or a switchblade knife, gravity knife, billy, blackjack,
bludgeon, or metal knuckles. A weapon such as a pellet gun and/or airsott pistol
may constitute a deadly weapon if such weapon is designed for violence and is
capable of inflicting death or serious bodily harm.

“Firearm” as defined in 18 U.S.C.§921, means 1) any weapon (including a starter
gun) which will or is designed to or readily be converted to expel a projectile by
the action of an explosive; 2) the frame or receiver of any such weapon; 3) any
firearm muffler or firearm silencer; or 4) any destructive device. Firearm does not
include any antique firearm. For purposes of this definition “destructive device”
means any explosive, incendiary, or poison gas, bomb, grenade, rocket having a
propellant charge of more than 4 ounces, missile having an explosive or incendiary
charge of more than % ounce, mine, or device similar to any of the weapons
described herein. A “destructive device” does not include an antique firearmi; a rifle
intended to be used by the owner solely for sporting, recreational, or cultural
purposes; or any device which is neither designed nor redesigned for use as a
weapon.

“VYehicle” means a “motor vehicle” as defined in Section 14-1 of the Connecticut
General Statutes, snow mobile, any aircraft, or any vessel equipped for propulsion
by mechanical means or sail.

“Martial arts weapon’ means a nunchaku kama, Kesari-fundo, octagon sai, tonfa,
or Chinese star.

“Dangerous Drugs and Narcotics” is defined as any controlled drug in
accordance with Connecticut General Statutes §219-240.

“Alternate education’ means a school or program maintained and operated by the
Board of Education that is offered to students in a nontraditional setting and
addresses their social, emotional, behavioral and academic needs. Such program
must conform to SBE guidelines and conform to C.G.S. 10-15 and 16 (180
days/900 hours).

“Dangerous Instrument” means any instrument, article, or substance which,
under the circumstances in which it is used or attempted or threatened to be used,
is capable of causing death or serious physical injury, and includes a “vehicle” or a
dog that has been commanded to attack.

“Seriously disruptive of the educational process” means, as applied to off-
campus conduct, any conduct that markedly interrupts or severely impedes the day-
to-day operation of a school.
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B.

Removal from Class

I All teachers are hereby authorized to remove a student from class when such
student causes a serious disruption of the educational process within the classroom.

2 Such teacher shall send the student to a designated area and shall immediately
inform the building Principal or his/her designee as to the name of the student and
the reason for removal.

g, No student shall be removed from class more than six (6) times in any year nor
more than twice in one week, unless such student is referred to the Building
Principal or his/her designee and granted an informal hearing in accordance with
the provisions of this policy, as stated in G(3).

4. A school principal or other school administrator shall notify a parent or guardian of
a student whose behavior has caused a serious disruption to the instruction of other
students, caused self-harm or caused physical harm to a teacher, another student or
other school employee not later than twenty-four hours after such behavior occurs,
Such notice shall include, but not be limited to, informing such parent or guardian
that the teacher of record in the classroom in which such behavior occurred may
request a behavior intervention meeting.

Any teacher of record in a classroom may request a behavior intervention meeting
with the crisis intervention team for the school, for any student whose behavior has
caused a serious disruption to the instruction of other students, or caused self-harm
or physical harm to such teacher or another student or staff member in such
teacher’s classroom. The crisis intervention team shall, upon the request of such
teacher and notifying such student’s parent or guardian, convene a behavior
intervention meeting regarding such student. The participants of such behavior
intervention meeting shall identify resources and support to address such student’s
social, emotional and instructional needs. Not later than seven days after the
behavior intervention meeting, the crisis intervention team shall submit to the
parent or guardian of such student, in the dominant language of such parent or
guardian, a written summary of such meeting, including, but not limited to, the
resources and supports identified.

Exclusion from Co-Curricular and Extra-Curricular Activities

Participation in co-curricular and extra-curricular activities is a privilege and not an
entitlement. Students involved in such programs are expected to follow all school rules
and demonstrate good citizenship. Failure to do so may result in partial or complete
exclusion from said activities and programs. Activities include, but are not limited to,
athletic programs, musical or drama productions, clubs, field trips, and school trips out-of-
state and abroad.
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D.

Actions Leading to Disciplinary Action, including Removal from Class, Suspension
and/or Expulsion

Conduct which may lead to disciplinary action (including, but not limited to, removal from
class, suspension and/or expulsion in accordance with this policy) includes conduct on
school grounds or at a school-sponsored activity (including on a school bus), and conduct
off school grounds, as set forth above. Such conduct includes, but is not limited to, the

following:

I Striking or assaulting a student, members of the school staff or other persons.

2 Theft.

3. The use of obscene or profane language or gestures, the possession and/or display
of obscenity or pornographic images or the unauthorized or inappropriate
possession and/or display of images, pictures or photographs depicting nudity.

4, Violation of smoking, dress, transportation regulations, or other regulations and/or
policies governing student conduct.

3. Refusal to obey a member of the school staff, law enforcement authorities, or school
volunteers, or disruptive classroom behavior.

6. Any act of harassment based on an individual’s sex, sexual orientation, race, color,
religion, disability, national origin or ancestry.

T Refusal by a student to identify himself/herself to a staff member when asked,
misidentification of oneself to such person(s), lying to school officials or otherwise
engaging in dishonest behavior.

8. Inappropriate displays of public affection of a sexual nature and/or sexual activity
on school grounds or at a school-sponsored activity.

5, A walk-out from or sit-in within a classroom or school building or school grounds.

10. Blackmailing, threatening or intimidating school staff or students (or acting in a
manner that could be construed to constitute blackmail, a threat, or intimidation,
regardless of whether intended as a joke).

L Possession of any weapon, weapon facsimile, deadly weapon, martial arts weapon,
electronic defense weapon, pistol, knife, blackjack, bludgeon, box cutter, metal
knuckles, pellet gun, air pistol, explosive device, firearm, whether loaded or
unloaded, whether functional or not, or any other dangerous object or instrument.
The possession and/or use of any object or device that has been converted or
modified for use as a weapon.

12.  Possession of any ammunition for any weapon described above in paragraph 11.

13 Unauthorized entrance into any school facility or portion of a school facility or
aiding or abetting an unauthorized entrance.

14. Possession or ignition of any fireworks, combustible or other explosive materials,

or ignition of any material causing a fire. Possession of any materials designed to
be used in the ignition of combustible materials, including matches and lighters.
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D. Actions Leading to Disciplinary Action, including Removal from Class, Suspension
and/or Expulsion (continued)

.

16,

17.

18.

2

Unlawful possession, sale, distribution, use, or consumption of tobacco, electronic
nicotine delivery systems {e.g. e-cigarettes), vapor products, drugs, narcotics or
alcoholic beverages (or any facsimile of tobacco, drugs, narcotics or alcoholic
beverages, or any item represented to be tobacco, drugs or alcoholic beverages),
including being under the influence of any such substances or aiding in the
procurement of any such substances. For the purposes of this Paragraph 15, the
term “electronic nicotine delivery system” shall mean an electronic device that may
be used to simulate smoking in the delivery of nicotine or other substance to a
person inhaling from the device and includes, but is not limited to, an electronic
cigarette, electronic cigar, electronic cigarillo, electronic pipe or electronic hookah
and any related device and any cartridge or other component of such device. For
the purposes of Paragraph 15, the term “vapor product” shall mean any product that
employs a heating element, power source, electronic circuit or other electronic,
chemical or mechanical means, regardless of shape or size, to produce a vapor that
may or may not include nicotine that is inhaled by the user of such product. For the
purposes of this Paragraph 15, the term “drugs” shall include, but shall not be
limited to, any medicinal preparation (prescription and non-prescription) and any
controlled substance whose possession, sale, distribution, use or consumption is
illegal under state and/or federal law.

Sale, distribution, or consumption of substances contained in household items;
including, but not limited to glue, paint, accelerants/propellants for aerosol
canisters, and/or items such as the aerators for whipped cream; if sold, distributed
or consumed for the purpose of inducing a stimulant, depressant, hallucinogenic or
mind-altering effect.

Unlawful possession of paraphernalia used or designed to be used in the
consumption, sale or distribution of drugs, alcohol or tobacco, as described in
subparagraph (15) above. For purposes of this policy, drug paraphernalia includes
any equipment, products and materials of any kind which are used, intended for use
or designed for use in growing, harvesting, manufacturing, producing, preparing,
packaging, storing, containing or concealing, or injecting, ingesting, inhaling or
otherwise introducing controlled drugs or controlled substances into the human
body, including but not limited to items such as “bongs,” pipes, “roach clips,” vials,
tobacco rolling papers, and any object or container used, intended or designed for
use in storing, concealing, possessing, distributing or selling controlled drugs or
controlled substances.

The destruction of real, personal or school property, such as, cutting, defacing or
otherwise damaging property in any way.

Accumulation of offenses such as school and class tardiness, class or study hail
cutting, or failure to attend detention.
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D.

Actions Leading to Disciplinary Action, including Removal from Class, Suspension
and/or Expulsion (continued)

£l
Dok

22,

23,

24.

23,

26.

i

28.

29,

30.

81

Trespassing on school grounds while on out-of-school suspension or expulsion.

Making false bomb threats or other threats to the safety of students, staff members,
and/or other persons.

Defiance of school rules and the valid authority of teachers, supervisors,
administrators, other staff members and/or law enforcement authorities.

Throwing snowballs, rocks, sticks and/or similar objects, except as specifically
authorized by school staff.

Unauthorized and/or reckless and/or improper operation of a motor vehicle on
school grounds or at any school-sponsored activity.

Leaving school grounds, school transportation or a school- sponsored activity
without authorization.

Use of or copying of the academic work of another individual and presenting it as
the student’s own work, without proper attribution; or any other form of academic
dishonesty, cheating or plagiarism.

Possession and/or use of a cellular telephone, radio, walkman, CD player,
blackberry, personal data assistant, walkie talkie, Smartphone, mobile or handheld
device, or similar electronic device, on school grounds or at a school-sponsored
activity in violation of Board policy and/or administrative regulations regulating
the use of such devices.

Possession and/or use of a beeper or paging device on school grounds or at a school-
sponsored activity without the written permission of the principal or his/her
designee.

Unauthorized use of any school computer, computer system, computer software,
Internet connection or similar school property or system, or the use of such property
or system for inappropriate purposes.

Possession and/or use of a laser pointer, unless the student possesses the laser
pointer temporarily for an educational purpose while under the direct supervision
of a responsible adult.

Hazing.
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D.

Actions Leading to Disciplinary Action, including Removal from Class, Suspension
and/or Expulsion (continued)

52.

33.

34.

33.

36.

37.

38.

“Bullying” means unwanted and aggressive behavior among children in grades
kindergarten to twelve, inclusive, that involves a real or perceived power

imbalance.
Cyberbullying, defined as any act of bullying through the use of the Internet,
interactive and digital technologies, cellular mobile telephone or other mobile

electronic devices or any electronic communications.

Acting in any manner that creates a health and/or safety hazard for staff members,
students, or the public, regardless of whether the conduct is intended as a joke.
Engaging in a plan to stage or create a violent situation for the purposes of recording
it by electronic means; or recording by electronic means acts of violence for
purposes of later publication.

Engaging in a plan to stage sexual activity for the purposes of recording it by
electronic means; or recording by electronic means sexual acts for purposes of later
publication.

Using computer systems, including email, instant messaging, text messaging,
blogging or the use of social networking websites, or other forms of electronic
communications, to engage in any conduct prohibited by this policy.

Use of a privately owned electronic or technological device in violation of school

rules, including the unauthorized recording (photographic or audio) of another
individual without permission of the individual or a school staff member.
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E. Scope of the Student Discipline Policy

a.

Conduct on School Grounds or at a School-Sponsored Activity

Students may be disciplined for conduct on school grounds or at any school-
sponsored activity that endangers persons or property, is seriously disruptive of the
educational process, or violates a publicized policy of the Board.

Conduct off School Grounds

1. Students may be disciplined for conduct off school grounds if such conduct
is seriously disruptive of the educational process and violative of a
publicized policy of the Board. In determining whether such conduct is
seriously disruptive of the educational process, the Administration and the
Board of Education may consider, but such consideration shall not be
limited to, the following factors: (1) whether the incident occurred within
close proximity of a school; (2) whether other students from the school were
involved or whether there was any gang involvement; (3) whether the
conduct involved violence, threats of violence, or the unlawful use of a
weapon, as defined in section Conn. Gen. Stat. § 29-38, and whether any
mnjuries occurred; and (4) whether the conduct involved the use of alcohol.

In making a determination as to whether such conduct is seriously disruptive
of the educational process, the Administration and/or the Board of
Education may also consider whether such off-campus conduct involved the
illegal use of drugs.

Mandatory Expulsion

It shall be the policy of the Board to expel a student, grades preschool, and kindergarten to
twelve, inclusive, for one full calendar year if:

1

The student, on grounds or at a school-sponsored activity, was in possession of a
firearm, as defined in 18 U.S.C. 921%, as amended from time to time, or deadly
weapoen, dangerous instrument or martial arts weapon, as defined in C.G.S. 53A-3;
or the student, off school grounds, did possess such firearm in violation of C.G.S.
29-35 or did possess and use such a firearm, instrument or weapon in the
commission of a crime; or the student, on or off school grounds offered for sale or
distribution a controlled substance, as defined in subdivision (9) of C.G.S. 21a-240,
whose manufacture, distribution, sale, prescription, dispensing, transporting or
possessing with intent to sell or dispense, offering or administering is subject to
criminal penalties under C.G.S. 21-277 and 21a-278.

Such a student shall be expelled for one calendar year if the Board of Education or
impartial hearing officer finds that the student did so possess or so possess and use,
as appropriate, such a weapon or firearm, instrument or weapon or did so offer for
sale or distribution such a controlled substance.

The Board may modify the period of a mandatory expulsion on a case-by-case
basis.
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Mandatory Expulsion (continued)

4.

A firearm, as defined by C.(G3.S. 53a-3 includes any sawed-off shotgun, machine
gun, rifle, shotgun, pistol, revolver, or other weapon, whether loaded or unloaded
from which a shot may be discharged, or a switchblade knife, a gravity kaife, billy,
black jack, bludgeon or metal knuckles.

A student enrolled in a preschool program provided by the Board of Education,
state or local charter school or interdistrict magnet school shall not be expelled from
such school except that a student shall be expelled for one calendar year from such
preschool program pursuant to the mandatory expulsion requirement in compliance
with the Gun-Free School Act, as described in this section.

Suspension Procedure (as modified in Public Act 24-45, Sections 13 and 14)

All suspensions shall be in-school suspensions, except the Board of Education may
authorize the administration of schools under its direction to impose an out-of-school
suspension on any student in:

1.

Grades three to twelve, inclusive, if, resulting from a due process hearing:

a. The administration determines that the student being suspended poses such
a danger to persons or property or such a disruption of the educational
process that the student shall be excluded from school during the period of
suspension;

b. The administration determines that an out-of-school suspension is
appropriate for such student based on evidence of:

i. Previous disciplinary problems that have led to suspensions or
expulsion of such student, and

ii. Efforts by the administration to address such disciplinary problems
through means other than out-of-school suspension or expulsion,
including positive behavioral support strategies; or for grades
preschool to two if during the due process hearing:

The administration determines that an out-of-school suspension is appropriate for
such student based on evidence that such student’s conduct on school grounds is
behavior that causes physical harm;

Requires that such student receives services that are trauma-informed and
developmentally appropriate and align with any behavioral intervention plan,
individualized education program, or plan pursuant to Section 504 of the
Rehabilitation Act of 1973, as amended from time to time, for such student upon
such student’s return to school immediately following the out-of-school
suspension; and

*A firearm; currently defined by 18 U.S.C. 921, is any weapon that can expel a projectile by an explosive

action and inclndes explosive devices, incendiaries, poison gases, and firearm frames, receivers, mufflers or
silencers.
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G.

Suspension Procedure (as modified in Public Act 24-45, Sections 13 and 14 (continued)

4. Considers whether to convene a planning and placement team meeting for the
purposes of conducting an evaluation to determine whether such student may
require special education or related services.

An out-of-school suspension shall not exceed ten school days for students in grades 3-12.

An out-of-school suspension shall not exceed five schoo] days for children in preschool
through 2 grade.

An in-school suspension may be served in the student’s school or any school building under
the jurisdiction of the local or regional board of education, as determined by such board.

The administration shall also have the authority to suspend a student from transportation
services whose conduct while awaiting or receiving transportation violates the standards
set forth in paragraph D, above. The administration shall have the authority to immediately
suspend from school any student when an emergency exists as that term is defined in
paragraph A, above.

If an emergency situation exists, the hearing outlined in paragraph G (3) shall be held as
soon as possible after the exclusion of the student.

5. In the case of suspension, the administration shall notify the student’s parents and
the Superintendent of Schools not later than twenty-four (24) hours of the
suspension as to the name of the student who has been suspended and the reason
therefore. Any student who is suspended shall be given an opportunity to complete
any class work including, but not limited to, examinations which such student
missed during the period of his/her suspension.

6. Except in the case of an emergency, as defined in paragraph A, above, a student
shall be afforded the opportunity to meet with the administration and to respond to
the stated charges prior to the effectuation of any period of suspension or in-school
suspension. If, at such a meeting the student denies the stated charges, he/she may
at that time present his/her version of the incident(s) upon which the proposed
suspension is based. The administration shall then determine whether or not
suspension or in-school suspension is warranted. In determining the length of a
suspension period, the administration may receive and consider evidence of past
disciplinary problems which have led to removal from a classroom, in-school
suspension, or expulsion.

7. For any student who is suspended for the first time and who has never been
expelled, the school administration may shorten the length of or waive the
suspension period if the student successfully completes an administration-specified
program and meets any other administration-required conditions. Such program
shall be at no expense to the student or his/her parents/guardians.
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G. Suspension Procedure (as modified in Public Act 24-45, Sections 13 and 14 (continued)

8.

No student shall be suspended more than ten times or a total of fifty (50) days in
one school year, whichever results in fewer days of exclusion, unless a hearing as
provided in paragraph H(5) is first granted.

No student shall be placed on in-school suspension more than fifteen times or a
total of fifty (50) days in one school year, whichever results in fewer days of
exclusion, unless a hearing as provided in paragraph H(5) is first granted.

H. Expulsion Procedures

1

The Board of Education may, upon recommendation of the Superintendent of
Schools, expel any student for one or more of the reasons stated in this policy if in
the judgment of the Board of Education, such disciplinary action is in the best
interest of the school system.

Upon receipt of a recommendation for expuision from the Superintendent of
Schools the Board shall, after giving written notice, at least five (5) business days
before such hearing, to the student and his parents or guardian, if said student is
less than 18 years of age, conduct a hearing prior to taking any action on the
expulsion of said student, provided however, that in the event of an emergency as
defined in this policy, the student may be expelled prior to the hearing but in such
case even a hearing shall be held as soon after the expulsion as possible. The notice
shall include information concerning the student’s and his/her parent’s/guardian’s
legal rights and concerning legal services that are provided free of charge or at a
reduced rate that are available locally (CT Legal Service a source of such services)
and how to access such services. An attorney or other advocate may represent any
student subject to expulsion proceedings. The parent/guardian of the student has
the right to have the expulsion hearing postponed for up to one week to allow time
to obtain representation, except that if an emergency exists, such hearing shall be
held as soon after the expulsion as possible.

Expulsion hearings conducted by the Board will be heard by any three or more
Board members. A decision to expel a student must be supported by a majority of
the Board members present, provided that no less than three (3) affirmative votes
to expel are cast.

Alternatively, the Board may appoint an impartial hearing officer composed of one
(1) or more persons to hear and decide the expulsion matter, provided that no
member of the Board may serve on such panel.

A special education student’s handicapping conditions shall be considered before
making a decision to expel. A Planning and Placement Team (PPT) meeting must
be held to determine whether the behavior or student actions violative of Board of
Education standards set forth in policy governing suspension and expulsion are the
result of the student’s handicapping condition.
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-

The procedure for any hearing conducted under this paragraph shall at least include
the right to:

a.

T O =V

g

Notice prior to the date of the proposed hearing which shall include a
statement of the time, place and nature of the hearing and a statement of the
legal jurisdiction under which the hearing is to be held and a statement that
students under sixteen years old who are expelled and students between
sixteen and eighteen who have been expelled for the first time and who
comply with conditions set by the Board of Education, must be offered an
alternative educational opportunity;

A short and plain statement of the matters asserted, if such matters have not
already been provided in a statement of reasons requested by the student;
The opportunity to be heard in the student’s own defense;

The opportunity to present witnesses and evidence in the student’s defense;
The opportunity to cross-examine adverse witnesses;

The opportunity to be represented by counsel at the parents’/student’s own
expense; and

Information concerning legal services provided free of charge or at a
reduced rate that are available locally and how to access such services;

The opportunity to have the services of a translator, to be provided by the
Board of Education whenever the student or his/her parent or legal guardian
do not speak the English language;

The prompt notification of the decision of the Board of Education, which
decision shall be in writing if adverse to the student concerned.

The record of the hearing held in any expulsion case shall include the following:

a
b.

2

All evidence received and considered by the Board of Education;
Questions and offers of proof, objections and ruling on such objections;
The decision of the Board of Education rendered after such hearing; and

A copy of the initial letter of notice of proposed expulsion, a copy of any
statement of reasons provided upon request, a statement of the notice of
hearing and the official transcript, if any or if not transcribed, any recording
or stenographic record of the hearing.
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7.

Rules of evidence at expulsion hearings shall assure fairness, but shall not be
controlled by the formal rules of evidence, and shall include the following:

d.

Any oral or documentary evidence may be received by the Board of
Education but, as a matter of policy, irrelevant, immaterial or unduly
repetitious evidence may be excluded. In addition, other evidence of past
disciplinary problems which have led to removal from a classroom, in-
school suspension, suspension, or expulsion may be received for
considering the length of an expulsion and the nature of the alternative
educational opportunity, if any, to be offered;

The Board of Education shall give effect to the rules of privilege by law;

In order to expedite a hearing, evidence may be received in written form,
provided the interest of any party is not substantially prejudiced thereby;

Documentary evidence may be received in the form of copies or excerpts;

A party to an expulsion hearing may conduct cross-examination of
witnesses where examination is required for a full and accurate disclosure
of the facts;

The Board of Education may take notice of judicially cognizable facts in
addition to facts within the Board’s specialized knowledge provided,
however, the parties shall be notified either before or during the hearing of
the material noticed, including any staff memoranda or data, and an
opportunity shall be afforded to any party to contest the material so noticed;

A stenographic record or tape-recording of any oral proceedings before the
Board of Education at an expulsion hearing shall be made provided,
however, that a transcript of such proceedings shall be furnished upon
request of a party with the cost of such transcript to be paid by the requesting
party. Findings of fact made by the Board after an expulsion hearing shall
be based exclusively upon the evidence adduced at the hearing.

Decisions shall be in writing if adverse to the student, and shall include
findings of fact and conclusions necessary for the decision. Findings of fact
made by the Board after an expulsion hearing shall be based exclusively
upon the evidence adduced at the hearing.

For any student expelled for the first time and who has never been suspended,
except for a student who has been expelled based on possession of a firearm or
deadly weapon, the Board of Education may shorten the length of or waive the
expulsion period if the student successfully completes a Board specified program
and meets any other conditions required by the Board. Such a Board specified
program shall not require the student or the parent/guardian of such student to pay
for participation in the program.
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I. Notification

1. All students and parents within the jurisdiction of the Board of Education shall be
informed, annually, of Board Policy governing student conduct by the delivery to
each said student of a written copy of said Board Policy.

2. The parents or guardian of any minor student either expelled or suspended shall be
given notice of such disciplinary action no later than 24 hours of the time of the
institution of the period of expulsion or suspension.

3. The notice of an expulsion hearing shall be given at least five (3) business days
before such hearing to the student and his/her parents or guardians, if said student
is less than 18 years of age shall include information concerning the
parent’s/guardian’s and the student’s legal rights and concerning legal services that
are provided free of charge or at a reduced rate that are available and how to access
such services. The notification shall reference the maximum number of suspension
days before the expulsion days proceed. 5 consecutive days for students in pre-
school to second grade, 10 consecutive days for students in grades 3-12, a statement
that an attorney or other advocate may represent any student subject to expulsion
proceedings. The parent/guardian of the student shall be notified of the right to have
the expulsion hearing postponed for up to one week to allow time to obtamn
representation, except that if an emergency exists, such hearing shall be held as
soon after the expulsion as possible.

k Stipulated Agreements

In lieu of the procedures used in this section, the Administration and the parents {or legal
guardians) of a student facing expulsion may choose to enter into a Joint Stipulation of the
Facts and a Joint Recommendation to the Board concerning the length and conditions of
expulsion. Such Joint Stipulation and Recommendation shall include language indicating
that the parents (or legal guardians) understand their right to have an expulsion hearing
held pursuant to these procedures, and language indicating that the Board, in its discretion,
has the right to accept or reject the Joint Stipulation of Facts and Recommendation.

If the Board rejects either the Joint Stipulation of Facts or the Recommendation, an
expulsion hearing shall be held pursuant to the procedures outlined herein. If the Student
is eighteen years of age or older, the student shall have the authority to enter into a Joint
Stipulation and Recommendation on his or her own behalf.

If the parties agree on the facts, but not on the disciplinary recommendation, the
Administration and the parents (or legal guardians) of a student facing expulsion may also
choose to enter into a Joint Stipulation of the Facts and submit only the Stipulation of the
Facts to the Board in lieu of holding the first part of the hearing, as described above. Such
Joint Stipulation shall include language indicating that the parents understand their right to
have a hearing to determine whether the student engaged in the alleged misconduct and
that the Board, in its discretion, has the right to accept or reject the Joint Stipulation of
Facts. If the Board rejects the Joint Stipulation of Facts, a full expulsion hearing shall be
held pursuant to the procedures outlined herein.
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K.

Students identified as eligible for services under the Individuals with Disabilities
Education Act (“IDEA”)

If the Board of Education expels a student who has been identified as eligible for services
under the Individuals with Disabilities Education Act (“IDEA’), it shall off an alternative
educational opportunity to such student in accordance with the requirements of IDEA, as
it may be amended from time to time.

Procedures Governing Suspension and Expulsion of Students Identified as Eligible
for Services under the Individuals with Disabilities Education Act (“IDEA”)

A. Suspension of IDEA students

Notwithstanding the foregoing, if the Administration suspends a student identified
as eligible for services under the IDEA (an “IDEA student™) who has violated any
rule or code of conduct of the school district that applies to all students, the
following procedures shall apply:

1. The administration shall make reasonable attempts to immediately notify
the parents of the student of the decision to suspend on the date on which
the decision to suspend was made, and a copy of the special education
procedural safeguards must either be hand-delivered or sent by mall to the
parents on the date that the decision to suspend was made.

2. During the period of suspension, the school district is not required to
provide any educational services to the IDEA student beyond that which is
provided to all students suspended by the school district.

B. Expulsion and Suspensions that Constitute Changes in Placement for IDEA

Students

Notwithstanding any provision to the contrary, if the administration recommends
for expulsion an IDEA student who has violated any rule or code of conduct of the
school district that applies to all students, the procedures described in this section
shall apply. The procedures described in this section shall also apply for students
whom the administration has suspended in a manner that is considered under the
IDEA, as it may be amended from time to time, to be a change in placement:

i The parents of the student must be notified of the decision to recommend
for expulsion (or to suspend if a change in placement) on the date on which
the decision to suspend was made, and a copy of the special education
procedural safeguards must either be hand-delivered or sent by mail to the
parents on the date that the decision to recommend for expulsion (or to
suspend if a change in placement) was made.

% The school district shall immediately convene the student’s planning and
placement team (“PPT”), but in no case later than ten (10) school days after
the recommendation for expulsion or the suspension that constitutes a
change in placement was made.
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L. Procedures Governing Suspension and Expulsion of Students Identified as Eligible
for Services under the Individuals with Disabilities Education Act (“IDEA”)

(continued)
B.

Expulsion and Suspensions that Constitute Changes in Placement for IDEA
Students (continued)

Z2

{continued) The student’s PPT shall consider the relationship between the
student’s disability and the behavior that led to the recommendation for
expulsion or the suspension which constitutes a change in placement, in
order to determine whether the student’s behavior was a manifestation of
his/her disability.

If the student’s PPT finds that the behavior was a manifestation of the
student’s disability, the Administration shall not proceed with the
recommendation for expulsion or the suspension that constitutes a change
in placement.

If the student’s PPT finds that the behavior was not a manifestation of the
student’s disability, the Administration may proceed with the recommended
expulsion or suspension that constitutes a change in placement.

During any period of expulsion, or suspension of greater than ten (10) days
per school year, the Administration shall provide the student with an
alternative education program in accordance with the provisions of the
IDEA.

When determining whether to recommend an expulsion or a suspension that
constitutes a change in placement, the building administrator (or his or her
designee) should consider the nature of the misconduct and any relevant
educational records of the student.

Transfer of IDEA Students for Certain Offenses:

School personnel may transfer an IDEA student to an appropriate interim
alternative educational setting for not more than forty-five (45) school days if the
student:

L

Was in possession of a dangerous weapon, as defined in 18 US.C.
930(g)(2), as amended from time to time, on school grounds or at a school-
sponsored activity, or

Knowingly possessed or used illegal drugs or sold or solicited the sale of a
controlled substance while at school or at a school-sponsored activity; or

Has inflicted serious bodily injury upon another person while at school, on
school premises, or at a school function.
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L. Procedures Governing Suspension and Expulsion of Students Identified as Eligible
for Services under the Individuals with Disabilities Education Act (“IDEA”)

(continued)

The following definitions shall be used for this subsection XII. C.

1.

Dangerous weapon means a weapon, device, instrument, material, or
substance, animate or inanimate, that is used for, or is readily capable of,
causing death or serious bodily injury, except that such term does not
include a pocket knife with a blade of less than 2.5 inches in length.

Controlled substance means a drug or other substance identified under
schedules I, II, I1I, IV, or V in section 202(¢) of the Controlled Substances
Act, 21 U.S.C. B12(c).

Illegal drug means a controlled substance but does not include a substance
that is legally possessed or used under the supervision of a licensed health-
care professional or that is legally possessed or used under any other
authority under the Controlled Substances Act or under any other provision
of federal law.

Serious bodily injury means a bodily injury which involves: (A) a
substantial risk of death; (B) extreme physical pain; (C) protracted and
obvious disfigurement; or (D) protracted loss or impairment of the function
of a bodily member, organ, or mental faculty.

M. Procedures Governing Expulsions for Students Identified as Eligible under Section
504 of the Rehabilitation Act of 1973 (“Section 504”)

Al

Except as provided in subsection B below, notwithstanding any provision to the
contrary, if the Administration recommends for expulsion a student identified as
eligible for educational accommodations under Section 504 who has violated any
rule or code of conduct of the school district that applies to all students, the
following procedures shall apply:

1

The parents of the student must be notified of the decision to recommend
the student for expulsion.

The district shall immediately convene the student’s Section 504 team (*504
team”) for the purpose of reviewing the relationship between the student’s
disability and the behavior that led to the recommendation for expulsion.
The 504 team will determine whether the student’s behavior was a
manifestation of his/her disability.

If the 504 team finds that the behavior was a manifestation of the student’s
disability, the Administration shall not proceed with the recommended
expulsion.

If the 504 team finds that the behavior was not a manifestation of the
student’s disability, the Administration may proceed with the recommended
expulsion.
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M. Procedures Governing Expulsions for Students Identified as Eligible under Section
504 of the Rehabilitation Act of 1973 (“Section 504”°) (continued)

B. The Board may take disciplinary action for violations pertaining to the use or
possession of illegal drugs or alcohol against any student with a disability who
currently is engaging in the illegal use of drugs or alcohol to the same extent that
such disciplinary action is taken against nondisabled students. Thus, when a student
with a disability is recommended for expulsion based solely on the illegal use or
possession of drugs or alcohol, the 504 team shall not be required to meet to review
the relationship between the student’s disability and the behavior that led to the
recommendation for expulsion.

N. Procedures Governing Expulsions for Students Committed to a Juvenile Detention
Center

A Any student who commits an expellable offense and is subsequently commuitted to
a juvenile detention center, the Connecticut Juvenile Training School or any other
residential placement for such offense may be expelled by the Board in accordance
with the provisions of this section. The period of expulsion shall run concurrently
with the period of commitment to a juvenile detention center, the Connecticut
Juvenile Training School or any other residential placement.

B. If a student who committed an expellable offense seeks to return to a school district
after participating in a diversionary program or having been detained in a juvenile
detention center, the Connecticut Juvenile Training School or any other residential
placement and such student has not been expelled by the board of education for
such offense under subdivision (A) of this subsection, the Board shall allow such
student to return and may not expel the student for additional time for such offense.

0. Alternative Educational Opportunity

The Board of Education recognizes its obligation to offer any student under the age of
sixteen (16) who is expelled, an alternative educational opportunity which shall be
equivalent to alternative education, as defined, by C.G.S. 10-74j with an individualized
learning plan, (1) if the Board provides such alternative education, or (2) in accordance
with the standards adopted by the State Board of Education (by 8/15/17), which includes
the kind of instruction to be provided and the number of hours to be provided, during the
period of expulsion.

Any parent or guardian of such student who does not choose to have his or her child
enrolled in an alternative educational opportunity shall not be subject to the provision of
Section 10-184 of the Connecticut General Statutes. Any expelled student who is between
the ages of sixteen (16) and eighteen (18) not previously expelled and who wishes to
continue his or her education shall be offered such an alternative educational opportunity
if he or she complies with conditions established by the Board of Education. other than
the one from which the student has been excluded.



P5114(v)

Students

Suspension and Expulsion/Due Process

0.

Alternative Educational Opportunity (continued)

Such alternative educational opportunity may include, but shall not be limited to, the
assignment of a student (who is seventeen (17) years of age or older) to any such adult
education program or placement of such student in a regular classroom program of a school

Any student participating in an adult education program during a period of expulsion shall
not be required to withdraw from school under C.G.S. 10-184. In determining the nature
of the alternative education opportunity to be offered under this Section, the Board of
Education may receive and consider evidence of past disciplinary issues which have led to
removal from a classroom, suspension, or expulsion.

The Board of Education is not obligated to provide such alternative educational opportunity
to any student eighteen years of age or older. The Board of Education is also required to
offer such alternative educational opportunity, as defined, to any student between the ages
of sixteen and eighteen who is expelled because of conduct which endangers persons, and
involved the following, on school grounds or at a school-sponsored event:

1. Possession of a firearm, deadly weapon, dangerous instrument or martial arts
weapon, or
2, Offering an illegal drug for sale or distribution.

If the Board expels a student for the sale or distribution of a controlled substance, the Board
shall refer the student to an appropriate state or local agency for rehabilitation, intervention
or job training, or any combination thereof, and inform the agency of its action. If a student
is expelled for possession of a firearm, deadly weapon, dangerous instruments (those that
can be used to cause death or serious injury) or martial arts weapons the Board shall report
the violation to the local police department.

This provision shall not apply to students requiring special education who are described in
subdivision (1) of sub-section (e¢) of C.G.S. 10-76a. The alternative educational
opportunity for any such student shall be established by the IEP team (PPT) in accordance
with the procedures described above.

Other Considerations

1. If a student is expelled, notice of the expulsion and the conduct for which the
student was expelled shall be included on the student’s cumulative educational
record. Such notice, except for the notice of an expulsion of a student in grades
nine through twelve, inclusive, based on possession of a firearm or deadly weapon,
shall be expunged from the cumulative educational record by the Board if the Board
determines that the student’s conduct and behavior in the years following such
expulsion warrants an expungement or if the student graduates from high school.
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Other Considerations (continued)

2. If a student’s expulsion is shorfened or the expulsion period waived based upon the
fact that the student was expelled for the first time, had never been suspended, and
successfully completed a Board specified program and/or met other conditions
required by the Board, the notice of expulsion shall be expunged from the
cumulative educational record if the student graduates from high school or, if the
Board so chooses, at the time the student completes the Board specified program
and meets any other conditions required by the Board.

% If a student in grades preschool to eight, is expelled based on possession of a firearm

or deadly weapon, the Board may expunge from the students’ cumulative education

record the notice of the expulsion and the conduct for which the student was
expelled if the Board determines that the conduct and behavior of the student in the
years following such expulsion warrants an expungement.

4, The Board may adopt the decision of a student expulsion hearing conducted by
another school district provided such Board of Education held a hearing pursuant
to C.G.S.10-233d(a). Adoption of such a decision shall be limited to a
determination of whether the conduct which was the basis for the expulsion would
also warrant expulsion under the policies of this Board. The student shall be
excluded from school pending such hearing. The excluded student shall be offered
an alternative education opportunity in accordance with item K above.

53 Whenever a student against whom an expulsion hearing is pending withdraws from
school and after notification of such hearing but before the hearing is completed
and a decision rendered, (1) notice of the pending expulsion hearing shall be
included on the student’s cumulative educational record and (2) the Board shall
complete the expulsion hearing and render a decision.

6. A student expelled for possession of a firearm, deadly weapon, dangerous
instrument or martial arts weapon shall have the violation reported to the local

police department.

2. The period of expulsion shall not extend beyond a period of one calendar year. A
period of exclusion may extend into the next school year.

8. An expelled student may apply for early readmission to school. Such readmission
shall be at the discretion of the Board of Education/Superintendent of Schools
(choose which). Readmission decisions shall not be subject to appeal to Superior
Court. The Board or Superintendent, as appropriate, may condition such
readmission on specified criteria.

: Any student who commits an expellable offense and is subsequently committed to
a juvenile detention center, The Connecticut Juvenile Training School or any other
residential placement for such offense may be expelled by the local Board of
Education. The period of expulsion shall run concurrently with the period of
commitment to a juvenile detention center, the Connecticut Juvenile Training
School or any other residential placement.
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Q. Change of Residence During Expulsion Proceedings (continued)

A.

Student moving into the school district

1e If a student enrolls in the district while an expulsion hearing is pending in
another district, such student shall not be excluded from school pending
completion of the expulsion hearing unless an emergency exists, as defined
above. The Board shall retain the authority to suspend the student or to
conduct its own expulsion hearing.

2. Where a student enrolls in the district during the period of expulsion from
another public school district, the Board may adopt the decision of the
student expulsion hearing conducted by such other school district. The
student shall be excluded from school pending such hearing. The excluded
student shall be offered an alternative educational opportunity in
accordance with statutory requirements. The Board shall make its
determination based upon a hearing held by the Board, which hearing shall
be limited to a determination of whether the conduct which was the basis of
the previous public school district’s expulsion would also warrant expulsion
by the Board.

Student moving out of the school district:

Where a student withdraws from school after having been notified that an expulsion
hearing is pending, but before a decision has been rendered by the Board, the notice
of the pending expulsion hearing shall be included on the student’s cumulative
record and the Board shall complete the expulsion hearing and render a decision. If
the Board subsequently renders a decision to expel the student, a notice of the
expulsion shall be included on the student’s cumulative record.

R. Compliance with Documentation and Reporting Requirements

A.

B.

The Board of Education shall include on all disciplinary reports the individual
student’s state-assigned student identifier (SASID).

The Board of Education shall report all suspensions and expulsions to the State
Department of Education.

If the Board of Education expels a student for sale or distribution of a controlled
substance, the Board shall refer such student to an appropriate state or local agency
for rehabilitation, intervention or job training and inform the agency of its action.

If the Board of Education expels a student for possession of a deadly weapon or
firearm, as defined in Conn. Gen. Stat. §53a-3, the violation shall be reported to the
local police.



Students

P5114(y)

Suspension and Expulsion/Tue Process (continued)

Readmission of Student from a Residential Placement

A District student who has committed an expellable offense who seeks to return to a District
school, after participating in a diversionary program or having been detained in a juvenile detention
center, the Connecticut Juvenile Training School or any other residential placement, for one year
or more, in liew of expulsion from the District, shall be permitted to return to the appropriate school
setting within the District. Further, the District shall not expel the student for any additional time

for the offense(s).

Students and parents shall be notified of this policy annually.

Legal Reference:

Connecticut General Statutes
4-176e through 4-180a. Contested Cases. Notice. Record, as amended
10-74j Alternative education (PA 15-133)

10-222d Safe school climate plans. Definitions. Safe school climate
assessments.

10-233a through 10-233f Suspension, removal and expulsion of students,
as amended by PA 95-304, PA 96-244, PA 98-139, PA 07-66, PA 07-122,
PA 08-160, PA 09-82, PA 09-6 (September Special Session), PA 10-111,
PA 11-126, PA 14-229, PA 15-96, PA 16-147 and PA 17-220, and PA 19-

Lhl,
10-2331 Expulsion and suspension of children in preschool programs

19a-342a Use of electronic nicotine delivery system or vapor product
prohibited.

29-38 Weapons in vehicles
53a-3 Definitions.
53a-217b Possession of Firearms and Deadly Weapons on School Grounds.

53-344b Sale and delivery of electronic nicotine delivery system or vapor
products to minors.

53-206 Carrying of dangerous weapons prohibited.

PA 15-96 An Act Prohibiting Out-of-School Suspensions and Expulsions
for Students in Preschool and Grades Kindergarten to Two.

GOALS 2000: Educate America Act, Pub. L. 103-227.

Title 11T - Amendments to the Individuals with Disabilities Education Act.
Sec. 314 (L.ocal Control Over Violence)
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Legal Reference:

(continued)

Elementary and Secondary Act of 1965 as amended by the Gun Free
Schools Act of 1994

P.L. 105-17 The Individuals with Disabilities Act, Amendments of 1997.
Kyle P. Packer PPA Jane Packer v. Thomaston Board of Education.

P L. 108-446 The Individuals with Disabilities Education Improvement Act
of 2004, 20 U.S.C. 1400 et seq.

18 U.5.C. §921 — Definitions of “firearms”

18 U.S.C. §930(g)(2) — Definition of “dangerous weapon”
I8 U.S.C. §1365(h)(3) — Identifying “serious bodily injury”
21 U.S.C. §812(c) - Identifying “controlled substances”

Public Act 24-45 An Act Concerning Education Mandate Relief, School
Discipline and Disconnected Youth, Sections 13-14

Public Act 24-93 An Act Concerning Various and Assorted Revisions to
the Education Statutes, Section 11 and Section 12
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It is the goal of the Board of Education to ensure the safety and welfare of all students in
attendance, and to maintain an atmosphere conducive to learning. In keeping with this goal,
students are expected to comply with school rules and regulations, as well as Board policies.
Students may be disciplined for conduct on school grounds or at any school-sponsored activity
that endangers persons or property, is seriously disruptive of the educational process, or that
violates a publicized policy of the Board. Students may be disciplined for conduct off school
grounds if such conduct is seriously disruptive of the educational process and violates a
publicized policy of the Board.

In working with students, emphasis shall be placed upon developing effective self-discipline as
the most effective disciplinary approach.

A, Definitions

1. “Exclusion” shall be defined as any denial of public school privileges to a student
for disciplinary purposes.

2. “Remaoval” shall be defined as an exclusion from a classroom for all or a part of
single class period, provided such exclusion shall not extend beyond ninety (90)
minutes.

) “In-School Suspension” shall be defined as an exclusion from regular classroom

activity for no more than ten consecutive school days, but not exclusion from
school, provided such exclusion shall not extend beyond the end of the school
year in which such in-school suspension was imposed. Such suspensions shall be
served in the school attended by the student.

4. “Suspension” shall be defined as an exclusion from school privileges or from
transportation services for no more than ten (10) consecutive school days,
provided such exclusion shall not extend beyond the end of the school year in
which such suspension was imposed. All suspensions shall be in-school
suspensions unless the administration determines for any student in grades three
through twelve, inclusive, that (1) the student being suspended poses such a
danger to persons or property or such a disruption of the educational process that
the student (grades three to twelve, inclusive) shall be excluded from school
during the period of suspension, or (2) that an out-of-school suspension is
appropriate based on evidence of previous disciplinary problems that have led to
suspensions or expulsion of the student and efforts by the administration to
address such disciplinary problems through means other than out-of-school
suspension or expulsion, including positive support strategies.
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A. Definitions (continued)

10.

L1,

A student in grades preschool to two, inclusive, may be given an out-of-school
suspension if it is determined by the administration that such suspension is
appropriate based on evidence that the student’s conduct on school grounds is of a
violent or sexual nature that endangers persons, In addition a person’s duty as a
mandated reporter to report suspected child abuse or neglect is not limited by this
provision.

“Expulsion” shall be defined as an exclusion from school privileges for any
student in grades three to twelve, inclusive, for more than ten (10) consecutive
school days and shall be deemed to include but not be Hmited to, exclusion from
the school to which such student was assigned at the time such disciplinary action
was taken, provided that assignment to a regular classroom program in a different
school in the district shall not constitute a suspension or an expulsion. Such
period of exclusion may extend to the school year following the school year in
which the exclusion was imposed, up to one calendar year.

“Emergency” shall be defined as a situation under which the continued presence
of the student in the school imposes such a danger to persons or property or such a
disruption of the educational process that a hearing may be delayed until a time as
soon after the exclusion of such student as possible.

“Days” is defined as days when school is in session.

“School-sponsored activity” is defined as any activity sponsored, recognized or
authorized by the Board of Education and includes activities conducted on or off
school property.

“Possess” means to have physical possession or otherwise to exercise dominion
or control over tangible property.

“Deadly weapon” means any weapon, whether loaded or unloaded, from which a
shot may be discharged, or a switchblade knife, gravity knife, billy, blackjack,
bludgeon, or metal knuckles.

“Firearm” means 1) any weapon (including a starter gun) which will or is
designed to or readily be converted to expel a projectile by the action of an
explosive; 2) the frame or receiver of any such weapon; 3) any firearm muffler or
firearm silencer; or 4) any destructive device. Firearm does not include any
antique firearm. For purposes of this definition “destructive device” means any
explosive, incendiary, or poison gas, bomb, grenade, rocket having a propellant
charge of more than 4 ounces, missile having an explosive or incendiary charge of
more than % ounce, mine, or device similar to any of the weapons described
herein.
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13,

14.

“Vehicle” means a “motor vehicle” as defined in Section 14-1 of the Connecticut
General Statutes, snow mobile, any aircraft, or any vessel equipped for propulsion
by mechanical means or sail.

“Martial arts weapon” means a nunchakum kama, kasari-fundo, octagon sai,
tonfa or chinese star.

“Dangerous Drugs and Narcotics” is defined as any controlled drug in
accordance with Connecticut General Statutes §219-240.

Removal from Class

All teachers are hereby authorized to remove a student from class when such
student causes a serious disruption of the educational process within the
classroom.

Such teacher shall send the student to a designated area and shall immediately
inform the building Principal or his/her designee as to the name of the student and
the reason for removal.

No student shall be removed from class more than six (6) times in any year nor
more than twice in one week, unless such student is referred to the Building
Principal or his/her designee and granted an informal hearing in accordance with
the provisions of this policy, as stated in G(3).

Exclusion from Co-Curricular and Extra-Curricular Activities

Participation in co-curricular and extra-curricular activities is a privilege and not an
entitlement. Students involved in such programs are expected to follow all school rules
and demonstrate good citizenship. Failure to do so may result in partial or complete
exclusion from said activities and programs. Activities include, but are not limited to,
athletic programs, musical or drama productions, clubs, field trips, and school trips out-
of-state and abroad.
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A student may be suspended (in-school) or suspended (out-of-school) or expelled
(grade three to twelve, inclusive) for conduct on school property or at a school-
sponsored activity that endangers persons or property, is violative of a publicized
policy of the Board, or is seriously disruptive of the educational process, including
but not limited to one or more of the following reasons:

a.

i

Conduct causing danger to the physical well-being of himself/herself or
other people that is not reasonably necessary for self-defense;

Intentionally causing or attempting to cause physical injury to another
person that is not reasonably necessary for self-defense;

Intentionally causing or attempting to cause damage or school property or
material belonging to staff (private property);

Stealing or attempting to steal private or school property or taking or
attempting fo take personal property or money from any other person;

The use, either spoken or written on clothing, of obscene or profane
language or gestures on school property or at a school-sponsored activity;

Deliberate refusal to obey the directions or orders of a member of the
school staff:

Harassment and/or hazing/bullying on the basis of that person’s race,
religion, ethnic background, gender or sexual orientation;

Open defiance of the authority of any teacher or person having authority
over the student, including verbal abuse;

Threatening in any manner, including orally, in writing, or via electronic
communication, a member of the school including any teacher, a member
of the school administration or any other employee, or a fellow student;

Blackmailing a member of the school community, including any teacher,
member of the school administration or any other employvee or fellow
student;

Possession of a firearm, deadly weapon, dangerous instrument, or martial
arts weapon, as defined in Section 53a-3, such as a pistol, knife, blackjack,
et

Possession of any weapon or weapon facsimile, including but not limited
to knife, pistol, peliet guns and/or air soft pistols.
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.

n.

Possession, transmission, distribution, selling, use or consumption of
alcoholic beverages, dangerous drugs or narcotics or intoxicant of any kind
or any facsimile of a dangerous drug, narcotic or intoxicant of any kind;

Knowingly being in the presence of those who are in possession of using,
transmitting, or being under the influence of any dangerous drug, narcotic,
hallucinogenic drug, amphetamine, barbiturate, marijuana, alcoholic
beverage, or intoxicant of any kind;

Participation in any unauthorized occupancy by any group of students or
others of any part of any school, school premises or other building owned
by any school district after having been ordered to leave said school
premises or other facility by the Principal or other person then in charge of
said school building or facility;

Participation in any walkout from a classroom or school building by any
group of students and refusing to immediately return to said classroom or
school building after having been directed to do so by the Principal or
other person then in charge of said classroom or school building;

Intentional incitement which results in an unauthorized occupation of, or
walkout from, any school building, school premises, facility or classroom
by any group of students or other persons;

Repeated unauthorized absence from or tardiness to school;
Intentional and successful incitement of truancy by other students;

The use or copying of the academic work of another and the presenting of
it as one’s own without proper attribution;

Violation of school rules and practices or Board policy, regulation or
agreement, including that dealing with conduct on school buses and the
use of school district equipment;

Violation of any federal or state law which would indicate that the violator
presents a danger to any person in the school community or to school

property;
Lying, misleading or being deceitful to a school employee or person
having authority over the student;

Unauthorized leaving of school or school-sponsored activities;

Unauthorized smoking.
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i

Students are subject to suspension for conduct off school property and outside of
school-sponsored activities in accordance with law, for conduct that violates a
publicized policy of the Board and is seriously disruptive of the educational
process, including but not limited to the following;

a. Conduct leading to a violation of any federal or state law if that conduct is
determined to pose a danger to the student himself/herself, other students,
school employees or school property.

b. Adjudication as a delinquent or a youthful offender as the result of a
felony if the conduct leading to the adjudication is determined to pose a
danger to the student himself/herself, other students, school employees or
school property.

In making a determination as to whether conduct is “seriously disruptive of the
educational process,” the administration, Board of Education or impartial hearing
board may consider, but such consideration shall not be limited to; (1) whether the
incident occurred within close proximity of a school; (2) whether other students
from the school were involved or whether there was any gang involvement; (3)
whether the conduct involved violence, threats of violence or the unlawful use of
a weapon as defined in Section 29-38 and whether any injuries occurred, and (4)
whether the conduct involved the use of alcohol, narcotic drug, hallucinogenic
drug, amphetamine, barbiturate or marijuana.

Mandatory Expulsion

It shall be the policy of the Board to expel a student, grades preschool, and kindergarten
to twelve, inclusive, for one full calendar vear if:

L

The student, on grounds or at a school-sponsored activity, was in possession of a
firearm, as defined in 18 U.S.C. 921%, as amended from time to time, or deadly
weapon, dangerous instrument or martial arts weapon, as defined in C.G.S. 53A-
3; or the student, off school grounds, did possess such firearm in violation of
C.G.S. 29-35 or did possess and use such a firearm, instrument or weapon in the
commission of a crime; or the student, on or off school grounds offered for sale or
distribution a controlled substance, as defined in subdivision (9) of C.G.S. 21a-
240, whose manufacture, distribution, sale, prescription, dispensing, transporting
or possessing with infent to sell or dispense, offering or administering is subject to
criminal penalties under C.G.S. 21-277 and 21a-278.

*A firearm; currently defined by 18 U.S.C. 921, is any weapon that can expel a projectile by an
explosive action and inciudes explosive devices, incendiaries, poison zases, and firearm frames,
receivers, mufflers or silencers.
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i

Such a student shall be expelled for one calendar year if the Board of Education or
impartial hearing board finds that the student did so possess or so possess and use,
as appropriate, such a weapon or firearm, instrument or weapon or did so offer for
sale or distribution such a controlled substance.

The Board may modify the period of a mandatory expulsion on a case-by-case
basis.

A firearm, as defined by C.G.S. 53a-3 includes any sawed-off shotgun, machine
gun, rifle, shotgun, pistol, revolver, or other weapon, whether loaded or unloaded
from which a shot may be discharged, or a switchblade knife, a gravity knife,
billy, black jack, bludgeon or metal knuckles.

A student enrolled in a preschool program provided by the Board of Education,
state or local charter school or interdistrict magnet school shall not be expelled
from such school except that a student shall be expelled for one calendar year
from such preschool program pursuant to the mandatory expulsion requirement in
compliance with the Gun-Free School Act, as described in this section.

Suspension Procedure

k.

The administration of each school shall have the authority to invoke suspension
for a period of up to ten days or to invoke in-school suspension for a period of up
to ten school days of any student for one or more of the reasons stated in
paragraph C, above, in accordance with the procedure outlined in this paragraph.
Suspensions shall be in-school suspensions unless the administration determines
that the student being suspended poses such a danger to persons or property or
such a disruption of the educational process that the student shall be excluded
from school during the period of suspension. The administration may also
consider a student’s previous disciplinary problems when deciding whether an
out-of-school suspension is warranted, as long as the school previously attempted
to address the problems by means other than an out-of-school suspension or an
expulsion.

The administration is expected to use the guidelines developed and promulgated
by the Commissioner of Education to help determine whether a student should
receive an in-school or out-of-school suspension.
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The administration shall also have the authority to suspend a student from
transportation services whose conduct while awaiting or receiving transportation
violates the standards set forth in paragraph C, above. The administration shall
have the authority to immediately suspend from school any student when an
emergency exists as that term is defined in paragraph A, above.,

If an emergency situation exists, the hearing outlined in paragraph G (3) shall be
held as soon as possible after the exclusion of the student.

Z. In the case of suspension, the administration shall notify the student’s parents and
the Superintendent of Schools not later than twenty-four (24) hours of the
suspension as to the name of the student who has been suspended and the reason
therefore.  Any student who is suspended shall be given an opportunity to
complete any class work including, but not limited to, examinations which such
student missed during the period of his/her suspension.

3. Except in the case of an emergency. as defined in paragraph A, above, a student
shall be afforded the opportunity to meet with the administration and to respond to
the stated charges prior to the effectuation of any period of suspension or in-
school suspension. If, at such a meeting the student denies the stated charges,
he/she may at that time present his’her version of the incident(s) upon which the
proposed suspension is based. The administration shall then determine whether or
not suspension or in-school suspension is warranted. In determining the length of
a suspension period, the administration may receive and consider evidence of past
disciplinary problems which have led to removal from a classroom, in-school
suspension, or expulsion,

4, For any student who is suspended for the first time and who has never been
expelled, the school administration may shorten the length of or waive the
suspension period if the student successfully completes an administration-
specified program and meets any other administration-required conditions. Such
program shall be at no expense to the student or his/her parents/guardians.

5 No student shall be suspended more than ten times or a total of fifty (50) days in
one school year, whichever results in fewer days of exclusion, uniess a hearing as
provided in paragraph H(5) is first granted.

6. No student shall be placed on in-school suspension more than fifteen times or a
total of fifty (50) days in one school year, whichever results in fewer days of
exclusion, unless a hearing as provided in paragraph H(5) is first granted.
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Is

The Board of Education may, upon recommendation of the Superintendent of
Schools, expel any student for one or more of the reasons stated in this policy if in
the judgment of the Board of Education, such disciplinary action is in the best
interest of the school system.

Upon receipt of a recommendation for expulsion from the Superintendent of
Schools the Board shall, after giving written notice to the student and his parents
or guardian, if said student is less than 18 years of age, conduct a hearing prior to
taking any action on the expulsion of said student, provided however, that in the
event of an emergency as defined in this policy, the student may be expelled prior
to the hearing but in such case even a hearing shall be held as soon after the
expulsion as possible. The notice shall include information concerning legal
services that are provided free of charge or at a reduced rate that are available
locally (CT Legal Service a source of such services) and how to access such
services.

Three members of the Board of Education shall constitute a quorum for an
expulsion hearing. A student may be expelled if a majority of the Board members
sitting in the expulsion hearing vote to expel and provided at least three
affirmative votes for expulsion are cast.

A special education student’s handicapping conditions shall be considered before
making a decision to expel. A Planning and Placement Team (PPT) meeting must
be held to determine whether the behavior or student actions violative of Board of
Education standards set forth in policy governing suspension and expulsion are
the result of the student’s handicapping condition.

The procedure for any hearing conducted under this paragraph shall at least
include the right to:

a. Notice prior to the date of the proposed hearing which shall include a
statement of the time, place and nature of the hearing; a statement of the
legal jurisdiction under which the hearing is to be held; and a statement
that the board is not required to offer an alternative educational
opportunity to any student between 16 and 18 who was previously
expelled or who is found to have engaged in conduct endangering persons
which involved (1) possession of a firearm, deadly weapon, dangerous
instrument or martial arts weapon on school property or school
transportation or at a school sponsored activity or (2) offering for sale or
distribution on school property or at a school sponsored activity a
controlled substance, as defined in Section 21a-240(a) of the Connecticut
General Statutes.
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B

A short and plain statement of the matters asserted, if such matters have
not already been provided in a statement of reasons requested by the
student;

The opportunity to be heard in the student’s own defense;

d. The opportunity to present witnesses and evidence in the student’s
defense;

2, The opportunity to cross-examine adverse witnesses;

f. The opportunity to be represented by counsel at the parents’/student’s own
expense; and

g. Information concerning legal services provided free of charge or at a
reduced rate that are available locally and how to access such services;

h. The opportunity to have the services of a translator, to be provided by the
Board of Education whenever the student or his/her parent or legal
guardian do not speak the English language;

k. The prompt notification of the decision of the Board of Education, which
decision shall be in writing if adverse to the student concerned.

6. The record of the hearing held in any expulsion case shall include the following;

a All evidence received and considered by the Board of Education;

b. Questions and offers of proof, objections and ruling on such objections;

o8 The decision of the Board of Education rendered after such hearing; and

d. A copy of the initial letter of notice of proposed expulsion, a copy of any
statement of reasons provided upon request, a statement of the notice of
hearing and the official transcript, if any or if not transcribed, any
recording or stenographic record of the hearing.

7. Rules of evidence at expulsion hearings shall assure fairness, but shall not be

controlled by the formal rules of evidence, and shall include the following:

a.

Any oral or documentary evidence may be received by the Board of
Education but, as a matter of policy, irrelevant, immaterial or unduly
repetitious evidence may be excluded. In addition, other evidence of past
disciplinary problems which have led to removal from a classroom, in-
school suspension, suspension, or expulsion may be received for
considering the length of an expulsion and the nature of the alternative
educational opportunity, if any, to be offered;
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b.

c.

The Board of Education shall give effect to the rules of privilege by law:

[n order to expedite a hearing, evidence may be received in written form,
provided the interest of any party is not substantially prejudiced thereby;

Documentary evidence may be received in the form of copies or excerpts;

A party to an expulsion hearing may conduct cross-examination of
witnesses where examination is required for a full and accurate disclosure
of the facts;

The Board of Education may take notice of judicially cognizable facts in
addition to facts within the Board’s specialized knowledge provided,
however, the parties shall be notified either before or during the hearing of
the material noticed, including any staff memoranda or data, and an
opportunity shall be afford to any party to contest the material so noticed;

A stenographic record or tape-recording of any oral proceedings before the
Board of Education at an expulsion hearing shall be made provided,
however, that a transcript of such proceedings shall be furnished upon
request of a party with the cost of such transcript to be paid by the
requesting party. Findings of fact made by the Board after an expulsion
hearing shall be based exclusively upon the evidence adduced at the
hearing.

Decisions shall be in writing if adverse to the student and shall include
findings of fact and conclusions necessary for the decision. Findings of
fact made by the Board after an expulsion hearing shall be based
exclusively upon the evidence adduced at the hearing.

8. For any student expelled for the first time and who has never been suspended,
except for a student who has been expelled based on possession of a firearm or
deadly weapon, the Board of Education may shorten the length of or waive the
expulsion period if the student successfully completes a Board specified program
and meets any other conditions required by the Board. Such a Board specified
program shall not require the student or the parent/guardian of such student to pay
for participation in the program.
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Notification

T All students and parents within the jurisdiction of the Board of Education shall be
informed, annually, of Board Policy governing student conduct by the delivery to
each said student of a written copy of said Board Policy.

Z. The parents or guardian of any minor student either expelled or suspended shall be
given notice of such disciplinary action no later than 24 hours of the time of the
institution of the period of expulsion or suspension.

3 The notice of an expulsion hearing to the student and his/her parents or guardians,

if said student is less than 18 years of age shall include information concerning
legal services that are provided free of charge or at a reduced rate that are
available and how to access such services.

Students with Disabilities

A special education student’s IEP and/or 504 disability shall be considered before making
a decision to suspend. A student with disabilities may be suspended for up to ten school
days in a school year without the need for the district to provide any educational services.
A disabled student may be additionally removed (suspended) for up to ten school days at
a time for separate acts of misconduct as long as the removals do not constitute a pattern.
During any subsequent suspension of ten days or less of a student with disabilities, the
district shall provide services to the disabled student to the extent determined necessary to
enable the student to appropriately advance in the general education curriculum and
toward achieving his/her IEP goals. In cases involving removals for ten days or less,
school personnel (school administration) in consultation with the child’s special
education teacher, shall make the service determination.

If the disabled student’s suspensions beyond ten school days in a schoo! year constitute a
pattern because of factors such as the length of each removal, the total amount of time the
child is removed and the proximity of the removals to one another, the IEP team (PPT)
shall conduct a manifestation determination. Meetings of a student’s IEP team (PPT) are
required to develop a behavioral assessment plan or to review and modify as necessary
one previously developed when the disabled student has been removed (suspended) from
his/her ewrrent placement for more than ten school days in a school year and when
commencing a removal (suspension) that constitutes a change in placement.
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Whenever a student is suspended, notice of the suspension and the conduct for which the
student was suspended shall be included on the student’s cumulative educational record.
Such notice shall be expunged from the record by the Board if the student graduates from
high school.

Notwithstanding the foregoing, the following procedures shall apply to students who have
been identified as having one or more disabilities under the IDEA (Individual with
Disabilities Education Act) and/or Section 504 of the Rehabilitation Act (a “student with

disabilities™):

1.

[

If a student with disabilities engages in conduct that would lead to a
recommendation for expulsion, the district shall promptly convene an IEP team
(PPT) meeting to determine whether the misconduct was caused by or had a direct
and substantial relationship to the student’s disability or if the conduct in question
was the direct result of the District’s failure to implement the IEP. A student may
be suspended for up to ten days pending the IEP team (PPT) determination.

If the District, parent and relevant members of the IEP team (PPT) determine that
the misconduct was not caused by the disability, the Superintendent may proceed
with a recommendation for expulsion. During any period of expulsion, a student
with disabilities under the IDEA shall receive an alternative educational plan
consistent with the student’s educational needs as determined by the I[EP team
(PPT) in light of such expulsion and the student’s IEP. The services must continue
to the extent determined necessary to enable the disabled student to appropriately
advance 1n the general education curriculum and to advance toward achieving the
goals of his/her IEP, and be provided a free appropriate public education.

If the District, parent and relevant members of the IEP team (PPT) determine that
the misconduct was caused by or had a direct and substantial relationship to the
disability, or the conduct in question was the direct result of the District’s failure
to implement the student’s IEP, the Superintendent shall not proceed with the
recommendation for expulsion. The IEP team (PPT) shall consider the student’s
misconduct and revise the IEP to prevent a recurrence of such misconduct and to
provide for the safety of the other students and staff. A functional behavioral
assessment shall be conducted, if not previously dome, and a behavioral
intervention plan implemented or revised, if in existence. The student shall be
returned to the placement from which he/she was removed unless agreed
otherwise by the District and parent.
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4.

Should a parent of a student with disabilities who is eligible for services under the
IDEA (or the student himself/herself if eighteen years of age or older) file a
request for a due process hearing to contest an expulsion under subparagraph (2)
above or a proposed change in placement under subparagraph (3), unless the
parents {or student if eighteen years of age or older) and the Board otherwise
agree, the child shall stay in the interim alternate educational setting, if so placed
by student authorities, pending decision in said due process hearing and any
subsequent judicial review proceedings.

Notwithstanding the provisions of the preceding subparagraph (4), a student with
disabilities may be assigned to an interim alternative educational setting for not
more than forty-five (45) school days if the student brings a weapon to school or
to a school function or knowingly possesses or uses illegal drugs or sells or
solicits the sale of a controlled substance while at school or a school function, or
has inflicted serious bodily injury upon another person while at school, on school
premises, or at a school function. For purposes of this paragraph, “weapon”
means a device instrument, material, or substance, animate or inanimate, that is
used for, or is readily capable of, causing death or serious bodily injury, but
excludes a pocket knife with a blade of less than 2 % inches in length. “Serious
bodily injury” is defined as bodily injury which involves a substantial risk of
death, extreme physical pain, protracted and obvious disfigurement or protracted
loss or impairment of the function of a bodily member, organ or mental faculty.
The interim alternative placement shall be determined by the IEP team (PPT). If'a
due process hearing is requested, the student shall remain in said interim
alternative placement pending a decision in the due process hearing, unless the
Board and the parents otherwise agree, or the Board obtains a court order.

In order for the district to unilaterally obtain a 45 day change in placement from a
federal judge of Connecticut hearing officer, it must prove by substantial evidence
that maintaining the current placement of the student is substantially likely to
result in injury to the child or others. The school must also prove that it has made
reasonable efforts to minimize the risk of harm the student presents in the current
placement.
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Alternative Educational Opportunity

The Board of Education recognizes its obligation to offer any student under the age of
sixteen (16) who is expelled an alternative educational opportunity during the period of
expulsion. Any parent or guardian of such student who does not choose to have his or her
child enrolled in an alternative educational program shall not be subject to the provision
of Section 10-184 of the Connecticut General Statutes. Any expelled student who is
between the ages of sixteen (16) and eighteen (18) not previously expelled and who
wishes to continue his or her education shall be offered an alternative educational
opportunity if he or she complies with conditions established by the Board of Education.
Such alternative educational opportunity may include, but shall not be limited to, the
assignment of a student (who is sixteen years of age or older) to an adult education
program or placement of such student in a regular classroom program of a school other
than the one from which the student has been excluded. Any student participating in an
adult education program during a period of expulsion shall not be required to withdraw
from school under C.G.S. 10-184. In determining the nature of the alternative education
opportunity to be offered under this Section, the Board of Education may receive and
consider evidence of past disciplinary problems which have led to removal from a
classroom, suspension, or expulsion.

The Board of Education is not obligated to provide such alternative educational
opportunity to any student eighteen years of age or older. The Board of Education is not
required to offer such alternative educational opportunity to any student between the ages
of sixteen and eighteen who is expelled because of conduct which endangers person, if it
was determined at the expulsion hearing that the conduct for which the student was
expelled involved (a) carrying on or infroducing onto school property a firearm, deadly
weapon or dangerous instrument as defined in C.G.S. 53a-3 or (b) offering for sale or
distribution on school property or at a school sponsored activity a controlled substance, as
defined in subdivision (8) of C.G.S. 21a-240, whose manufacture, distribution, sale,
prescription, dispensing, transporting, or possessing with the intent to sell or dispense,
offering, or administration is subject to criminal penalties under C.G.S. 21a-277 and 21a-
278. If the Board expels a student for the sale or distribution of such a controlled
substance, the Board shall refer the student to an appropriate state or local agency for
rehabilitation, intervention or job training, or any combination thereof, and inform the
agency of its action. If a student is expelled for possession of a firearm or deadly weapon,
the Board shall report the violation to the local police department.

This provision shall not apply to students requiring special education who are described
in subdivision (1) of sub-section (e) of C.G.S. 10-76a. The alternative educational
opportunity for any such student shall be established by the IEP team (PPT) in accordance
with the procedures described above.
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Whenever the Board notifies a student between the ages of sixteen and eighteen or the
parents/guardians of such student, that an expulsion hearing will be heid, the notification
shall include a statement that the Board is not required to offer an alternative educational
opportunity to any student who is found to have engaged in conduct including possession
of a martial arts weapon, firearms, deadly weapons or dangerous instruments on school
property or at a school function.

Other Considerations

If a student is expelled, notice of the expulsion and the conduct for which the
student was expelled shall be included on the student’s cumulative educational
record. Such notice, except for the notice of an expulsion of a student in grades
nine through twelve, inclusive, based on possession of a firearm or deadly
weapon, shall be expunged {from the cumulative educational record by the Board
if the Board determines that the student’s conduct and behavior in the years
following such expuision warrants an expungement or if the student graduates
from high school.

If a student’s expulsion is shortened or the expulsion period waived based upon
the fact that the student was expelled for the first time, had never been suspended,
and successfully completed a Board specified program and/or met other
conditions required by the Board, the notice of expulsion shall be expunged from
the cumulative educational record if the student graduates from high school or, if
the Board so chooses, at the time the student completes the Board specified
program and meets any other conditions required by the Board.

If a student in grades kindergarten to eight, is expelled based on possession of a
firearm or deadly weapon, the Board may expunge from the students’ cumulative
education record the notice of the expulsion and the conduet for which the student
was expelled if the Board determines that the conduct and behavior of the student
in the vears following such expulsion warrants an expungement.

The Board may adopt the decision of a student expulsion hearing conducted by
another school district provided such Board of Education held a hearing pursuant
to C.G.5.10-233d(a). Adoption of such a decision shall be limited to a
determination of whether the conduct which was the basis for the expulsion would
also warrant expulsion under the policies of this Board. The student shall be
excluded from school pending such hearing. The excluded student shall be
offered an alternative education opportunity in accordance with item K above.
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Suspension and Expulsion/Due Process

L Other Considerations (continued)

5.

Whenever a student against whom an expulsion hearing is pending withdraws
from school and after notification of such hearing but before the hearing 1s
completed and a decision rendered, (1) notice of the pending expulsion hearing
shall be included on the student’s cumulative educational record and (2) the Board
shall completed the expulsion hearing and render a decision.

A student expelled for possession of a firearm or deadly weapon shall have the
violation reported to the local police department.

The period of expulsion shall not extend beyond a period of one calendar year. A
period of exclusion may extend into the next school year.

An expelled student may apply for early readmission to school. Such readmission
shall be at the discretion of the Board of Education/Superintendent of Schools
(choose which). Readmission decisions shall not be subject to appeal to Superior
Court. The Board or Superintendent, as appropriate, may condition such
readmission on specified criteria.

Any student who commits an expellable offense and is subsequently committed to
a juvenile detention center, The Connecticut Juvenile Training School or any
other residential placement for such offense may be expelled by the local board of
education. The period of expulsion shall run concurrently with the period of
commitment to a juvenile detention center, the Connecticut Juvenile Training
School or any other residential placement.

Readmission of Student from a Residential Placement

A District student who has committed an expellable offense who seeks to return to a District
school, after having been in a juvenile detention center, the Connecticut Juvenile Training School
or any other residential placement, for one year or more, in lieu of expulsion from the District,
shall be permitted to return to the appropriate school setting within the District. Further, the
District shall not expel the student for any additional time for the offense(s).

Students and parents shall be notified of this policy annually.

Legal Reference: Connecticut General Statutes

4-176e through 4-180a. Contested Cases. Notice. Record, as amended

10-233a through 10-233f Suspension, removal and expulsion of students,
as amended by PA 95-304, PA 96-244, PA 98-139, PA 07-66, PA 07-122,
PA 08-160, PA 09-82, PA 09-6 (September Special Session), PA 10-111,
PA 11-126, PA 14-229 and PA 15-96.
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Suspension and Expulsion/Due Process

Legal Reference:

Policy adopted:

Connecticut General Statutes (continued)

53a-3 Definitions.

53a-217b Possession of Firearms and Deadly Weapons on School Grounds,
PA 94-221 An Act Concerning School Discipline and Safety.

PA 15-96 An Act Prohibiting Out-of-School Suspensions and Expulsions
for Students in Preschool and Grades Kindergarten to Two.

GOALS 2000: Educate America Act, Pub. .. 103-227.
18 U.S.C. 921 Definitions.

Title III - Amendments to the Individuals with Disabilities Education Act.
Sec. 314 (Local Control Qver Violence)

Elementary and Secondary Act of 1965 as amended by the Gun Free
Schools Act of 1994

P.L. 105-17 The Individuals with Disabilities Act, Amendments of 1997,
Kyle P. Packer PPA Jane Packer v. Thomaston Board of Education,
20 U.S.C. Section 7114, No Child Left Behind Act

P.L. 108-446 The Individuals with Disabilities Education Improvement Act
of 2004

October 26, 2015 GRISWOLD PUBLIC SCHOOLS
Griswold, Connecticut



GRISWOLD PUBLIC SCHOOLS

211 Slater Avenue, Griswold, CT 06351
Tel: (860) 376-7600 Fax: (860) 376-7607
griswoldpublicschools.org

Sean P. McKenna, Superintendent of Schools Glenn LaBossiere, Assistant Superintendent of Schools
Erik Christensen, Director of Fiscal & Personnel Services Christopher Champlin, Director of Student Services

MEMO

To: Griswold Board of Education
From: Sean P. McKenna/Superintendent
Subject: = The Home Depot Foundation Award--$1,922.23

Date: June 5th, 2025
B o o e L o e e

Ali Nassimos, a GHS Special Education Teacher applied for and was awarded a small grant from the The Home
Depot Foundation in the amount of $1,922.23.

The grant award provided funds that will be used to purchase mulch, plants, and garden tools to beautify near
one of the patios at Griswold High School. A special thanks to Ali Nassimos and The Home Depot of Lisbon
for this generous donation.



Mrs. Elaine Taylor
School Counseling Director

Mr. Lorenzo Chavez
School Counselor

Mrs. Kiley Flynn
School Counselor

Mrs. Darlene Melgey
Administrative Assistant

Mrs. Jennifer Lowell
Administrative Assistant

Griswold High School
School Counseling Office
267 Slater Ave

Griswold, CT 06351

Phone (860) 376-7680

Fax (860) 376-7684
www.griswold.k12.ct.us

May 28, 2025

To:  The Griswold Public Schools Board of Education

From: The Gerard and Wanda Brunet Foundation Scholarship Committee

Re:  The Gerard and Wanda Brunet Foundation 2025 Scholarships

The following members served on the 2025 Gerard and Wanda Brunet Scholarship Committee:

Board of Education Member: Cathy Waselik (Absent)

Principal: Erin Palonen
English Teacher: Kelsey Tobler

School Counselor: Kiley Flynn

Science & Technology Teacher: Andrew Meislitzer

Director of School Counseling: Elaine Taylor

The 2025 disbursement of the scholarship is $112,734. Tier I and Tier II recipients were selected by the Gerard
and Wanda Brunet Foundation Scholarship Committee. Tier I11 recipients were nominated by each of the
twelve academic departments and selected by the Gerard and Wanda Brunet Foundation Scholarship
Committee. We are pleased to announce the following recipients have been selected for the Class of 2025:

Tier I ($56,366.00)
® $28,183.00 awarded to Kierra Neilson
® $28,183.00 awarded to Gabriella Rosado

Tier II ($33,820.00)
® $16,910.00 awarded to Arianna Pedraza
® $16,910.00 awarded to Brooke Valentine



TierI1I ($22,548.00)

Art / Media Technology & Communication

1,879.00

Kalla Homme

Business

1,875.00

Sam Gilgenbach

Construction & Manufacturing Technology /
Information Technology

1,879.00

Natalie Obuchowski

English

1,875.00

Ava Mehrens

Family and Consumer Sciences / Health Sciences

1,879.00

Abygail Richardson

History & Social Studies

1,879.00

Ava Mehrens

Math 1,879.00|Addyson Ryan
Music 1,879.00|Marco Prando
Physical Education / Health 1,879.00|Aiden Plante
Science 1,879.00 Kaylin Stockwell
Supplemental 1,879.00 (Christopher Turner
World Language 1,879.00 [Tyler Silva
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VACANCIES

Certified Positions Location Closing Date
Director of Fiscal & Personnel Services GPS Until Filled
Teacher, Science GHS Until Filled
Non-Certified Positions Location Closing Date
Scheol Nurse, Full-Time GMS Until Filled
School Nurse Coordinator, Part-Time GRS Until Filled
Caté Food Service Manager, Full-Time GHS Until Filled
Café Service Provider, Full-Time GES Until Filled
Custodian, Full-Time GHS Until Filled
Wolverine Forward Assistant Instructors GES Until Filled
Extra-Curricular Positions Location Closing Date

RESIGNATIONS

Name Location Position Effective Last Day
Kaminski, Tiffany GHS Teacher — Science, 1.0 FTE June 13™, 2025
Horstmann, Christian GMS Paraeducator, Full-Time May 28, 2025
Drury, Melissa GES Wolverine B/A School Pgm. Instructor May 15%, 2025
Miles, Ashlynn GES Wolverine B/A School Pgm. Asst. Instructor May 23, 2025

APPOINTMENTS

Name Location Position Effective Date Salarv/Rate
Anderson, Jamie GES School Psychologist, 1.0 FTE August 25, 2025 Salary
Harris, Constance GES Music Teacher, 1.0 FTE August 25, 2025 Salary
Notes:

June 10", 2025
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