Facilities Sub-Committee Meeting
Special Meeting
Griswold Board of Education

Griswold Middle School - Learning Commons/Library Media Center TUESDAY,

211 Slater Avenue June 10, 2025

Griswold, Connecticut 06351 5:115 PM
AGENDA

1. Call to Order
2. Approval of Facilities Subcommittee Minutes—May 8", 2025
3. Review, Discussion, and Action to Appoint a Facilities Subcommittee Chair

4. Review, Discussion, and Possible Action to Approve the Facilities and Maintenance Checklists to
Forward to the Griswold Board of Education for Possible Action and Review

Griswold Elementary School
Griswold Middle School
Griswold High School
Griswold Soule Street Academy
Food Services

monwe

5. Adjourn



FACILITIES SUB-COMMITTEE MEETING THURSDAY,
GRISWOLD BOARD OF EDUCATION May 8, 2025

DRAFT

1. A regular meeting of the Facilities subcommittee took place on Thursday, May 8™, 2025, at Griswold Middle School

in the Library Media Center, located on the second floor, 211 Slater Avenue, Griswold, Connecticut. The meeting

was called to order at 5:15 PM by Mary Beth Malin, Chair of the Griswold Board of Education and Facilities
Subcommittee member.

PRESENT Mary Beth Malin, Stuart Norman, Jr. and Donald Desrochers, Griswold Facilities Subcommittee
Members.

ALSO PRESENT Sean McKenna, GPS Superintendent of Schools; Glenn LaBossiere, GPS Assistant
Superintendent; and Thomas Verville, GPS Director of Facilities.

ABSENT

2. Approval of the Facilities Subcommittee Minutes - January 9", 2025

MOTION By Stuart Norman, Jr.
Seconded by Donald Desrochers
To approve the Facilities subcommittee minutes for January 9", 2025, as
presented.
Motion unanimously carried.

3. Approval of the Facilities Subcommittee Minutes — March 13™. 2025

MOTION By Stuart Norman, Jr.
Seconded by Donald Desrochers
To approve the Facilities subcommittee minutes for March 13" 2025, as
presented.
Motion unanimously carried.

4, Update on GHS Air Conditioning Unit for the Learning Commons — The GPS Facilities Director, Thomas Verville,
provided an update to the Facilities subcommittee on the needed repair to the air conditioning unit for the Griswold
High School Library Media Center/Learning Commons.

5. Updates on the Multi-Purpose Field Maintenance Schedule — The GPS Facilities Director, Thomas Verville, provided
an update to the Facilities subcommittee on the field maintenance that will need to occur for the multi-purpose field

through Field Turf Company.

6. Update on New Trees Planted at Griswold Middle School - — The GPS Facilities Director, Thomas Verville, provided
an update to the Facilities subcommittee on new trees that were planted in front of Griswold Middle School to replace
trees that had to be taken down. DiRoma Garden Center did the replanting for GPS.

FACILITIES SUBCOMMITTEE REGULAR MEETING
MAY 8™, 2025



7. Update on Pine Tree at Griswold Middle School — The GPS Facilities Director, Thomas Verville, provided an update
to the Facilities subcommittee on the damaged pine tree located at Griswold Middle School and the need to eventually
take it down due to damage that has already occurred with the tree.

8. Update on New Mats for the Gaga ball Pit at Griswold Middle School - The GPS Facilities Director, Thomas

Verville, provided an update to the Facilities subcommittee on the need to replace mats for the Gaga ball pit at
Griswold Middle School.

9. Update on Sewer Line Back-Up at Griswold High School - The GPS Facilities Director, Thomas Verville, provided
an update to the Facilities subcommittee on steps taken to remediate the problem with the sewer line back up at GHS.

10. Anything Else that May Properly Come before the Committee — No other business was discussed.
11. Adjourn

MOTION By Stuart Norman, Jr.
Seconded by Donald Desrochers
To adjourn the Facilities subcommittee meeting at 5:24 PM.

Motion unanimously carried.

Minutes prepared by: Sean McKenna/Robin Drobiak
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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”
response 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: 2-24-25

homaa varpwedle

Signature:
1. BUILDING MAINTENANCE SUPPLIES
Yes No N/A

la. Developed appropriate procedures and stocked supplies for spili control ... O
b, Reviewed supply 18DCIS it @ O O
le. Ensured that air from chemical and trash storage areas vents to

tHE OUEAEOES (o e s 5 omrosm e r s s msa g e e e e e e s O O
ld. Stored chemical products and supplies in sealed, clearly labeled

T e . O O
le. Rescarched and selected the safest products available . ... O O
If.  Ensured that supplies are being used according to manufacturers’

LS O m ot o T 5 T A A P O O
tg. Ensured that chemicals, chemical-containing wastes, and containers are

disposed of according to manufacturers’ InStrUCHONS oo @ 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 oo @ O O
1j. Ventilated affected arcas during and after the use of odorous or

L L o OO —— 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 O R CT1S vt E E IS B s smsmsmmmsng s e e S A S O O
Zc. Established and followed procedures to minimize exposure to fumes

FEOHES BIDITTIREY . cnscomssoennsssssnancsse iyt s S OO AR O O
2d. Reviewed and followed manufacturers’ guidelines for maintenance............... O
2e. Replaced portable gas cans with low-emission €ans ...........coovveeveveeriecrennn) o
2f. Stored chemical products and supplies in sealed, clearly-iabeled

COTIBIMIETS o vt 0 AT 0 s £ i e P AT A O O
2g, Ensured that chemicals, chemical-containing wastes, and containers are

disposed of according to manufacturers” INSUUCHONS .ovovvevevieeeiei e @ O O
3. DUST CONTROL
Ja. Installed and maintained barrier mats for entrances ........occvceeoinecii oo @ O O
3b. Used high efficiency vacuumm DaES ..o O O
3e: Usedproper dusting teChnigiiesimmma s sz O O
3d. Wrapped feather dusters with a dust cloth ..o, O O
3e. Cleaned air return grifles and air SUpPLY VENLS ..ol O O



4a.
4b.
de,

5a.
5b.
Sc.

6a,
6b.

Oc.

6d.

Ge.

6f.

1.

7a.
7b.
(o
7d.

8.

Sa.

FLOOR CLEANING

Established and followed schedule for vacuuming and mopping floors..........
Cleaned spills on floors promptly (85 NECESSATY) ..ovvevvrciircconrirreeeeeeeeai)
Performed restorative maintenance (S NECESSALY) ..overevveererrieeeeereeeesesrd

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 regulatly) ool

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

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

indicate periodie doake] vo oo B I e eemes @ O O

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

locker rooms, and bathrooms) ............ e R A e @ O O

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

CON NS wucemnscs s rewves smesmsmss s Fy i T R TS S A AT S A 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 leaks ......coovvevvceveine e, % 8
Walls:around lealey or broken WitldoWs s i i)

Floors and ceilings under plambing ...o.ooiivi e 8

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

Checked for odors from combustion applianees ...ooooecevvvveeeeerereeen,
Checked appliances for backdrafting (using chemical smoke)......oooovvveen..
Inspected exhaust components for leaks, disconnections, or deterioration ...
Inspected flue components for corresion and SO0 ..o ieis e

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

NOTES

there are some stained ceiling tiles




Instructions

. Read the lAQ
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
|AQ Coordinator.

Integrated Pest Management
Checklist

Name;
School:

Room or Area:

thomas verville

griswold elementary school
building wide Date Completed: 2-24-25 -

homaa vervilp

Signature:
1. OFFICIAL POLICY STATEMENT
Yes No N/A

la. Deveioped or located the school’s official policy statement for integrated

pest management (TPM) ..o e O O
2. DESIGNATING PEST MANAGEMENT ROLES
2a. Assigned and trained a qualified person to be the pest manager .................... @ O O
2b. Involved deciston makers in the IPM program .o @ O O
2c. Educated students and staff (the occupants of the building) about IPM

and asked them to keep their areas clean and free of clutter ...oooiveeieenn @ O O
2d. Encouraged parents to learn about IPM practices and implement them

T T - . @ O O
2e. Developed a program to educate and train all IPM participants ... O O
2f. Included language about IPM into contracts with pest management

PIOTESSIOTALS vussnsygns imss e ssm s s S T T TS o O O
3. SETTING PEST MANAGEMENT OBJECTIVES
3a. Set appropriate pest management objectives for school buildings (such as

preventing pests from interfering with students’ learning environment

and preserving the integrity of the building structure) ...oooovvieeriviie i) @ O O
3b. Sct appropriate pest management objectives for school grounds (such as

providing safe playing areas and the best athletic surfaces possible) ............. @ O O
4. INSPECTING, IDENTIFYING, AND MONITORING
4a. Ingpected all buildings and grounds for pest evidence, entry points,

food, water, and harborage SIHES ..o O O
4b. Identified potential pest habitats in buildings and grounds ..o.ooveeiciiinnl ° O
dc. Pinpointed the source of any current pest problems ... (®) O
4d. Monitored to determine the extent of pest problems and to estimate pest

DODUTALIONS o005 0 S0 nbe bpmrnensanas asssapas s ersssntnssyeses 4 58 88en 1 s E0mg iR e En O O
de. 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

potential RabILal ... i @ O O



5a.

5b.

Sc.

6.

SETTING ACTION THRESHOLDS

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

AT T DT EOEITND s nasmes s T S P S AT O O

Determined how many pests the school buildings, grounds, and

OCCUPANTS CATL tOLEIAE L.ovviviiiie et et et eeens @ O O
Set:actionANTeSNOldS v wwves e cossssvmasencm i s T AR @ O O

PREVENTIVE STRATEGIES

INDOOR SITES

6a.

S YT ST IS v s sasssorsamiss it s oSt S s s
* LOCKET FOOMIS ..o ettt et r e
o 05 [ SR S — :
* STATT TOUNEES c.oooiiici sttt
57170103 1| AT
* Food preparation and SeIVING ARS8 ...vvuiiiiiirineeseeeecee e s e arenad _
* Koores with extensive IR cou e e s s :
¢ MAITENANCE ATEAS ..ovvreriiriririirimsrs e eeces s s s e ¢
* OIEE suvauson vovmminssucson voss eumsss s s o oS P ), SO o T Y T '

OUTDOOR SITES

b,

Ta.

7b.

J.

7d.

Te.

7f.

Te.

implemented appropriate strategies to prevent pests from inhabiting the following arcas:
* PLAY OIS s S e SR e B B e o
® PArKINE JOTS oottt et e ee i)
* Lawns and athletic Felds. cummmmmnvarssmmemrsas i et

* Teaching gardens or greeniOUSES oot
* Loading docks ..ot et

Gl 55001 007 oSS  DO——— :
* Areas with ornamental Shrubs and trEES vvevvrveveeceeeeer oo eesste s
) L .,

PESTICIDE USE AND STORAGE

Explored alternative pest management methods before concluding that

LT LT (L ol el e o A e 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 «opmmmmsnram s . @ O O
Reviewed and followed all label instructions on pesticides and learned
how to properly apply and handle these chemicals .o.oooooivivveveiccvcecnl O O

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

pesticides whenever possible and only treated the obviously infested

b L @ O O
Used protective clothing or equipment when applying pesticides ................. @ O O

Placed all pesticides in tamper-resistant bait boxes or [ocations that are
inaccessible to children and non-target SPecies ... O O




7h.
7i.
7i.
7k.
7.
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
BAETINAY O CRUR IR, wcsermsmmsinmssecmenisesossmasn s e s o N R T T

Applied pesticides when occupants were not present or in arcas where

they would not be exposed to the chentcals .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

THEOEE] [CHETR srmmmre s i S e O O

Kept copies of current pesticide labels and informatien on pesticides

RN [0 oo o] U S SO S, @ O O

Stored pesticides off site or in areas that are locked and accessible only to
designated pRrsomie] wwawn s s s s R s TR 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

Lot Nt o0 50 o 1 OSSR — 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 lids

AriSEEUEER FASTENE v sasmmvmmsssser s e s @ O O
Ensured that air in the storage space cannot mix with the air in the central

VENE A OV SEOITL srvw s s s e @ 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 kKept ...cccoovviieiiiiiinncsce s O O
Ensured that pesticide records necessary to meet all state, local, and school

board requirements are MAINLAIMNE ....ooviiirirmini e O O

Ensured that each log book contains the following items:

» Copy of the pest management Plan q.omswwssim s, O O
* Service schedules for maintenance of buildings and grounds.........ccocovinn! 8 8
» Current EPA-registered 1abels ... s (o)

*» Current Material Safety Data Sheets (MSDS) for each pesticide project O

* Pest surveillance data ShEetS ...o.oiieir s ssee st rsasveernes 8 8 8

» 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
|AQ 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 ..o nsd @ O O
Ib. Ensured there are no obstructions biocking air intakes.........ocovcoveveervecernsied @ O O
le. Checked for nests and droppings near outdoor air intakes ....co.occevevevivrieecenna, @ O O
1d. Determined that dumpsters are located away from doors, windows, and
OUEAOOT AIT TNEAKES .1ovvuiiiiecinccecieie et ] @ O O
le. Checked potential sources of air contaminants near the building
(chimneys, stacks, industrial plants, exhaust from nearby buildings) ............ @ O O
£, Ensured that vehicles avoid idling near outdoor air intakes ......cccvveeiecrnn. O O
I Mivimized-pastioldeapolention v e s S s s O O
lh. Ensured that there is proper drainage away from the building (including
FOOT dOWNSPOULS) 1..vuciveiiiicicicict i) O O
1i. Ensured that sprinklers spray away from the building and outdoor
D L L T T @ O O
1j. Ensured that walk-off mats are used at exterior entrances and that
they are cleaned regUIAITY ..o e @ 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
2b. Checked for evidence of water ponding .oooooviieiciccii i) o O O
2c. Checked that ventilation units operate properly (air flows i) ...ovoeieveccinn) (») O O
2d. Ensured that exhaust fans operate properly (air flows out)..o.oooveeeooeornn) @ O
2e. Ensured that air intakes remain open, even at minimum setting ................... @ O
2f. Checked for nests and droppings near outdoor air intakes ........coovvvvennenn) @ O O
2g. Ensured that air from plumbing stacks and exhaust outlets flows away
from outdoor AIT INTAKES ..cviciiiieccciei e esse s O O
3. ATTIC
3a. Checked for evidence of roof and plumbing leaks ..o O O
3b. Checked for birds and animal NESES .....oeverrvriereecsiesiroiies oo OO0 @®
4. GENERAL CONSIDERATIONS
4a. Ensured that temperature and humidity arc maintained within
ACCEPLAbIE FANZES 1oovvirviiiii s :
4b. Ensured that no obstructions exist in supply and exhaust vents ..................... .
4o, Cheeked for 0dors o
4d. Checked for signs of mold and mildew growth ... O O



4. GENERAL CONSIDERATIONS (continued)

de.
4f.
4g.

b

5a.
5b.

6a.

ob.

6.
ad.

s
7b.
Jies
7d.

8a.

3b.

=
]
>

Checked forsigns ol water At s omi s s i msmsroms, @
Checked for evidence of pests and obvious food sources ..o, @
Nated and reviewed all concerns from school 0ccupants ........ciinnnn.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 ...t @

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

O e e e e e et e e e e ) @ O O

Ensured that portable fuel containers are properly closed vvovviiiiiiinnnndd @ 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 ..o

Ensured that combustion appliances have flues or exhaust hoods ...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) .............cccveccrirororicorecoreecrrersirermrens oo ® O O
BE®

Betemained datesollastaad ormtestiese e e s i s

\
{
A
{
i
{
L]
!

NOTES




Waste Management Checklist

Thomas Verville

Name:
schoo:  Griswold elementary school
Room or Area: building wide Date Completed: 2-24-25

Signature: Homaa umw%

1. WASTE MANAGEMENT

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

1. %e;ii t?c?ufd%r o foothwastecontainersstionld have Hdeiepepeprearomsmemarmmamrmss @ O O
rhe B%ckg - 1b. Ensured that waste containers are lned ...l @ O O
Information for le. Ensured that waste from art, science, vocational classes, etc., are
this checklist. handled separately ooy e T T S @ O O

1d. Labeled recycling bins clearly ....cocoovvciiieciinnieiies e @ O O
2. Keep the ; .
2 - e NP le. Ensured number of bins and dumpsters is adequate ..o @ O O
Infor?nation - 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) ...l @ O O
shesetaeklic for lg. Ensured waste ce?ntaine{s are-emptied regularly .mmiiieman i @ O O
future reference. 1h. Ensured appropriate waste removal schedule v @ O O
3. Complete the 1. Ensured waste is stored in a well-ventilated room ... | @ O O
' Checklist Ij. Ensured any exhaust fans in the room are operating properly @ O O
) k. Checked waste storage areas for odors, contaminants, or signs of vermin....| @ O O
Check the ” N ;
. eck the "vyes,
“ 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
School:  Criswold Elementary
Unit Ventilator/AHU No; 988 eru-1
Room or Area: 1248-1222 Date Completed; 3-4-25
Signature: f?Z/&W MW&%
Instructions
1. Read the /AQ
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. example; @ five.cscape BOOrBlaN murmmmimm e s s e ennssasand O O

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

IVEOTE 1ottt ettt ettt e et et e et e et e At et eteas et et et s oo es e, O O

ACTIVITY 1: OBSTRUCTIONS

2. Keep the
Background
Information and
make a copy of

this checklist for lc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
each ventilation O BOMEES wavmmissarmiss w0 s @ O O
unit in your school, Id. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
as well as a frequently BIock an intaKe) ..ot @ O O
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
3. Complete the le. Checked ground-level intakes for pollutant sources {dumpsters, loading
Checklist. ducks, and busidlingareas] oo s W O O
tf. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
* Check the "yes,” toilet, or laboratory exhaust fans; puddles; and mist from
:no'" i . air-conditioning COOlNE LOWETS) .vvveriviiiie ettt ee e enee s rraseesns) O O
- appllcabie lg. Resolved any problems with pollutant sources located near outdoor air
box beside each intakes (e.g., relocated dumpster or extended exhaust pipe) ..o ) O O

itern. (A “no”
response

soquilbexiiariher 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
HEGessany. 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 repiacing filters (prevents dirt from
document to the Bloaving domBS TR e s R T o e smarsspomeemsea) ® O O
[AQ Coordinator. 2¢. Vacuumed filter areas before installing new filters.......cooveei oo icersevsrenseron, @ O O

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

arounid) the. A tiller waws e s s B e canstsseassmssenenstsssd @ 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
ACCUTHRTT O Y v smmovsn s s e s e oo o oA S TR £ M o e s

2g. Cleaned drain PATIS .oo.veecoirieierie i eeeesesae s e eeees et ensren s ssens) (o) O

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

2i. Ensured that heating and cooling coils are clean .........coocooveceivivcirrrvnnn) @ 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 €1ean ,....oooovvvvvevicveceeecs e % O O

2k. Ensured that dUuctS 85 CLEATE 1roveveieeeeeeeeeceer s s eessseeesesess e et e eotee oo )

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 .....ooviriei 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 OO AT Shesvsuspy i e T P T st 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) ........ccoccoeiiinnn. @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position ,.....ccveeerrereen. O O (e)
Je. Set time clocks apPrOPTIALEIY .ovvvvieiv e s eessr e @ O ®

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

nightiseekeild t88) o s e @ O O

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

oceupied (day) setting and the unoccupicd (night) setting ... O O
3h. Checked that the line dryer prevents moisture buildup ooo.oooreicceiiincrennn.

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

BLOW dOWN the TANKY 1ovies ittt e va s eve e eraeeasser s ettt O O @

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

level (no'leakage of ODSIIUGTIONEY uimus i i basnmsssmsrssssasssssasmmtsssons O O @

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

L e e T 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 .........ccovvvvvvreiinni 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 13 tUrned 01l v O O

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

o R o T SRS ————— 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. 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 OT BOMS 88 HIZAL oiiiitiii e e et e teenente O O
*  Moving parts are free of impediments (e.g., TUSt, COITOSIONY wovvevereverrnrinn] 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

igcation; ealthrated corectly ] v mammmmmessirsspms ) O O
Froceed to Activities 13-16 if the damper seens to be operating properly.

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

ACHOSSHETMHIALS! o isrrmn s o e T 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

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

AUEOMALIC TESEE fIBEZE-SIAIS 11oiitiiiie sttt es st eanrin! O @ O

NOTE: HVAC systems with water coils need protection frons 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 1o 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

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

TRAN B37F Lo e eia e O O

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

thanthepoonT thermBstatSettig wonnw smmmnnrennensnrama sl @ O O

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

TSR] BERCTTICHR .o vomsimsioses s im0 S A AT 101 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 cutside 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-bull 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

PErfOrm a8 FEQUITCH ooiriiee et st ) 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
professionul 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 reopen the vents.

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

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

ST POBUADRCHANEES semarmmammm 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 accommeodate classroom

VIS s A R R R e e e O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
fromesupplytermnals . i 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 n exterior wall (for example,

floor Joints, PIPE OPEMIMES) .oveit it ac et eebsesaebs s sas s arnens ] O @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
5a. Checked (using chemical smoke) that air flows into exhaust fan grifie(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 {us compared to surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

T O CENCES AR . st 3 I S RT3 T A SRR O @ O

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

Sc. 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 .....ccoveveiiieind O

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

0a. Measured the quantity of outdoor air supplied (22a) to each ventilation

EERER 1 st R RS SS A O @ O

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

U O G RBTO T smvnysomnsms s iy 0o 0 s s ES A ST AT W m sy anns 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 L N 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
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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

| Thomas Verville

School:

Griswold Elementary School

Unit Ventilatot/AHU No: _S7t-2

1201-1218 Date Completed:

Homaa rawwidle

3-4-25

Room or Area;

Signature:

1. OUTDOOR AIR INTAKES

ta. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A
example, a fire escape floor PIANY ..o ] O O
1b. Ensured that the ventilation system was on and operating in “occupied”

Lo L @ O O

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

CEEE ST i ———————— R SIS Y O o

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

trequently block aintakie} wummmsmusims it manmesssrssensespizsressarsd @ O O

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

(otks. Aud BuSIdlINE A1808]) e @ O O

£, Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddles; and mist from

air-conditioning Cooling tOWELE) oo s O O

lg. Resolved any problems with pollutant seurces located near outdoor air
intakes (e.g., refocated dumpster or extended exhaust pipe) ..o @ O O

ACTIVITY 3: AIRFLOW
th. Obtained chemical smoke (or a smali piece of tissue paper or light plastic) .. O O

® O O

li. Confirmed that cutdoor air is entering the intake appropriately ....................

2. SYSTEM CLEANLINESS

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

bloWing dOWNSIISAIMN) .eveviiiiit ittt e et senenens) O O
2¢. Vacuumed filter areas before installing new f1lEIS ..o @ O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

ATOUNN NG 1B IS, oronmusmsssovssssnmmmmmerns im0 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

Ll T e O O
2g. Cleaned drain Pans ..o 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 elean ..o O O
2k, Ensured that ducts are Clean 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 SUPPHES v, @ 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

T W @ 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 ... veeevevrnne.. 8 O
3e. Set time clocks appropriately v i e e

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

night/weekend 188} e 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 .........ccccoevcvneene.. O O @
3h. Checked that the line dryer prevents moisture buildup ...oovovveievseircrnnnnn, O O @
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

BIOW dOWn Hhe TANK) ..oovvviis ittt ee 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 ObStIUCHIONS]Y .oviiviiniiiiiisiiiim e sssessesasnmssssned O O @

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

e L . O O

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

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




g gy G o B g o e

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
30. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is turned on O @ O

3p. Ifin heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room
thermostat is 5t 10 85°F i) 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 diptherniostat IS EEEI0 45°Foammnnasmsmasmimogil 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
serewsiorboltsiatetight e e e
* 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 COrreCtly) .o O O

Froceed to Activities 13-106 if the damper seems to be operating property.

ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls (for automatic reset only) to test continuity
EIETRART I uny | L R O G S Bt NS 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

T O s i N e B T P S LV R O O

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

automatic reset freZe~StaAlS ..ot et 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 typicel 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

0 5 D o0 T TR B B e s s S 58 i e AR R B @ O O

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

than.theroony tHermMOSIAbSEIING oo o ) O O

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

10T PRACTIOEE o it rocmes rnrasnes ssossssnsnssass sennss ssgsnsnns s arasensinnsns s e snens sl 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 fypes 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)

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.........ocoooe i 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.

dc. Made sure every occupied space has supply of outdoor air (mechanical
system or operable WINAOWS) oot 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

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

and population ChANEES ...t s 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 quiet enough to accommodate classroom

L L 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™ 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 JOINES, PIPE OPEIITIES) eeveririeierrisirs e e eeese e erer et enenener et s eren 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
o Obstructed, leaky, or disconnected ductwork
» Undersized or improperly installed fan
* Broken fan beli




B T g gy g

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.vvivertrcerererriresese st e es sttt ettt es e en oo rensens 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 veeeeeeeeenn, O O

ACTIVITY 21: EXHAUST DUCTWORIK
5d. Checked that the exhaust ductwork downstream of the exhaust fan (which is
under positive pressure} is sealed and in good condition ......ocevrriveeeerenn, @ 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

UTHE 1ottt e bbb bbbttt O @ O

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

BT NS TAETIEEON sierssrnessss o055 04 T3S 54575 KBy mmmans s manss s eponmantns 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 b ccommmmpmmunmmmmnsas 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
the recommended levels in Table 1., O O

NOTES







Ventilation Checklist

Thomas Verville

Name:
School:  Griswold Elementary School
Unit Ventilator/AHU No: _SMU-3
Room or Area: _S-WINg Date Completed: 3-4-25
Signature: i?famu MW-&%
Instructions
1. Read the fAQ
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 1008 PIANY tovir e O O
Ib. Ensured that the ventilation system was on and operating in “occupied”
A SBER'OE LT T —— @ O O
Background

Information and

make a copy of o ) .
this checklist for ic. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

ACTIVITY 1: OBSTRUCTIONS

each ventilation y Ior 001\;6:18 ........... o d s ( ........ { ......... df ........ § .................... @ O O
iti . Installed corrective devices as necessary (e.g., if snowdrifts or leaves
;2 [\L:}[yazu; sehool, frequently block an intake) ..o y ...... g .................................................. 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 O
1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
* Check the “yes,” toilet, or laboratory exhaust fans; puddles; and mist from
:nor" or o ; afpmamditfoning coplng bl cocwrmmsepamemmmaes ) 3 O
et appllcable lg. Resolved any problems with poilutant sources lecated near outdoor air
box beside each intakes (e.g., relocated dumpster or extended cxhaust pipe) oo O O

item. {A “no”

response .
requires further ACTIVITY 3: AIRFLOW

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

T — li. Confirmed that outdoor air is entering the intake appropriately ......c.occv......d O O

in the “Notes”

b 2. SYSTEM CLEANLINESS
eteasary. 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 AOWNSIEERM) covvvvvvrcirsiris st ess sttt bt e esenins) ® OO
IAQ Coordinator. 2e. Vacuumed filter areas before installing new fIlers .cociroiiiceecrieics i) O O

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

around) the air FIIEr. ..o e et @ 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
AU LI swsscswimmasasin s ssesesors ety TR S AP s )

2g. Cleaned drain PANS ........covoviiiireinn i) G O

2h. Checked drain-pans-formold and mildew suvwsmammnunn s, © O
ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are elean ........coovovorooscvnssseennd 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 oo O
(®

2k, Ensured that ducts are CIEAN ..ot eet oo o oo 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 ..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

e ol 1 T T 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 contrels operations manuals (often uniquely designed) ...l @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

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

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

PR B WEE ke TSR ) soevmirss o s S T S S e R T 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 ......cccoovvvivevevnernnn O O @
3h. Checked that the line dryer prevents moisture buildup ..oc.ooccocvevviiennrinnnn 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 10K .ottt O O @

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

leveli{no:leakage. orioBSINICHONS) wrmmmmmnmsniesrsrsre s e O O

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

s o e o 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 und 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 on .o O O

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

Ehermostat is St 10 857F 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 Lo 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 oS AreHENE s s s e S e sese e ananrassnn] 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 (c.g., in the right
location, calibrated correctly} ... O @ O

Proceed 1o 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
ST a5y L) [ A —— 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

B DO T s svm e srosmsnsssis s sus s s somsusasames susvonss ssssena s s o esmsemssisiorsgel O @ O

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

AUtOMAtIC TS TIEEZE-STAIS .. viii ittt ss ettt sn e 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 iripped. The topical trip
range is 33°F to 42°FK

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

tHANOECE s o s T O @ O

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

than thesroomrtHermpStALSEING s s s o) O O

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

LAl PTG G88 it st finsmennasremsmnirs yasmtsssmamassss soepas s s me e Rt s Sm s mabosns) 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-bull 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 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) 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 required ... O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning .....cooceivierrieeececeeceec e, 4 @ 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) ... s e e @ O O
4d. Ensured that supply and return vents are open and unblocked woovvveinnnnn @ 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 R T TR S N S 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 coukd block movement of

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

ACHIVITIES 1.viiiriie sttt v s es et ers s @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
tromsupply terminalstww s TR 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 " 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, PIPe OPENINES) voveirviriierr it et aennen @ 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
= Obsiructed, leaky, or disconnecied ductwork
* Undersized or improperly installed fun
* 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).

3b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A
AUJACEAL SPACES ...t st ettt et et

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

5ec. Ensured that air ts flowing toward the exhaust intake ....o.ocooocvineerieveeecrenn, 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 ......ovveoeeveeeenn, 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 ettt sttt O O

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

e T I—— 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

Jenplsiin Falile Lo smseessossaessonssoomamm s R e samnsnonne 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: 1 homas Verville

School:  Griswold Elementary School

Unit Ventilator/ AHU No: _&T4-3

d-wing

Room or Area: 3-4-25

Date Completed:

Yhemaae vervidle

Signature:
Instructions
1. Read the JAQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background . _
Information for la. Marked 10021?10;13 of all outdoor air intakes on a small floor plan (for Yes No N/A
this checklist. example;adireescape floerplan]) «owsmsmmaasmanmsaas @ O O
2 K . 1b. Ensured that the ventilation system was on and operating in “occupied”
. Bzifk)gtroeund e [ T L T O O

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,

OGBS o oy s 9 S D O S A S @ O O

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

as well as a frequently BLock an INtaKeE) oo e sressessnsesd @ O O
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES

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

docks, and BUs-idlng Breas) .........urcrrrecerereescorsmninesissreomerresrererereneon OO

3. Complete the
Checklist.

Check the “yes,”

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

::no,” or . - air-conditioning COONME LOWETS) 1.vvviiiririirrrririeeessesis et @ O O

bﬂ0tbappéicableh lg. Resolved any problems with pollutant sources located near outdoor air

X eSIue ef?c intakes (e.g., relocated dumpster or extended exhaust pipe) v O O

item. {A “no

response

requires further ACTIVITY 3: AIRFLOW . | |

attention.) 1h. 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

Make comments
in the “Notes”

2. SYSTEM CLEANLINESS

section as
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 BlOWING AOWNSITEAM) evvvvvrriersissisenisisise e ee e erss e rene ) O O

IAQ Coordinator.

2c. Vacuumed filter areas before installing new filters......ocooeeeeeive v O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

20 R I HE DAL o ] 1 R 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 (fo prevent water from Yes Ne N/A
ACCUMBIAHIIE) coovveiiieii et en s st et eeee e seeesemees e O O

R M. @ O

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

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are Clean v iieeeevecessssesieerensns @ 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 thatQuets 16 eleam v s i s s 5 e msmsesseset e mesesss nssl @ 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 s 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

SRR CMIIIG, . osrcesmssersmsesmosam ey ascisesossmssss s R R O @ O O

ACTIVITY 9: CONTROLS INFORMATION

3¢, Obtained and reviewed all design inside/outside temperature and humidity
requirements, controfs 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 ......oveiereirienns) 8 O %
3e. Setrimeclooks APPEORTIATEY o s i i nesmanarersssussysmsnsposseasmupsees

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

DIGHEWEEKEN HSE) Looivitiie ettt st 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) SEIHNG w.oovvovovrvcecernnd O O
3h. Checked that the line dryer prevents moisture buildup ..oooocooooviieceiinnd O O @

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

Blame down etk e s s e i 5 s e sserss rmess sy terasrasssemon O O @

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

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

e e e 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 .........cco.....o..ooo.ee..... @ O O

NOTE: It is necessary fo 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.........ocovoviviiecieeeeee i) 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. I in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thermostatis 8610 B5%F ... norimmssmmssssmin o st orsrd 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 it 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 sct

serews or DOl re e Nt s s B I Frns aes sammanmes 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 correctly) .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

TGO U1 )| R S S O @ O

OR

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

BT s T e T T e R O @ O

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

AULOMALIC T8 ITEEZESTALS ....iivivrririiienirrnie st cteeresre et eas bt ete et eeaeeed 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 aiv 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

ENATE OS5 F Lttt er e b an s O @ O

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

than the oot tHe e taEREIlRG nmnmmms s O O

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

JOCAT PIACLICES vvvviiiiiiiiiete ettt sn et ev e e eae e erbsrsnsstssmsarsresrsse b sse st sraresran 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/reljef 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-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 bused on outdvor 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) .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 requIred ... . O
4b, Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ... d @ O

NOTE: If ventilation system is closed or blocked io 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 e @ O O
4d. Ensured that supply and return vents are open and unblocked .o ) @ O O

NOTE: If outlets have been bocked 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

HTERESS) o] o1 LRSS T S 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 coutd block movement of

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

ACHIVIEIES 1ovvrinieesiieiminees et er et bttt e s eassa st s onanese e seesasassnasans) @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
fromsupphy terminalsic s minuimmnmrmsrs s R SRR @ O o

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor pollutanis, 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,

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 OPENINZS} .oivr vt 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 funs 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

AJACEIT SPHOEE sreriosss 155 005505550050 s s mr a8 5012 s e A7 A B A S R0 O O

Stand oulside 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 pressurc) 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

UUNTE oo oy o 5 O S PR LS et A A A 5 e O @ O

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

AT CONSHCIRTOG, oo amemmmmarmin somsmmsusmreese s s e R S T PR 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

1VEIS 11 TADIE L vovvvvvvveecveceeces ettt eeeeeeeee et O O
e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensurc that outdoor air quantities (22¢) meet
the recommended levels I Table 1.t e, O @ O

NOTES







Ventilation Checklist

Wl Thomas Verville

School: Sriswold Elementary School

Unit Ventilator/AHU No: eru-4

101-Jo18 Date Completed:

Yhomaae vernele

3-4-25

Room or Area:

Signature:
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

example, adireeseape oot plat) woimmmmmmminie s s i e O O

Yes No N/A

this checklist,
1b. Ensured that the ventilation system was on and operating in “occupied” _
2. Keep the TEIOEE 1ottt et ee et e et ee ettt e e neres e O O
Background

Information and
make a copy of
this checklist for

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

OIBOVIIES - v G Y T T B TR T S T S oo i @ O O

each ventilation

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

as well as a frequently DIocK anm iNEAKEY v oot @ O O
copy for future

reference. ACTIVITY 2: POLLUTANT SOURCES

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

docks; and busidlINEareas) susurnmmmsmsssms s R A saremmens) @ O O

1f. Checked rooftop intakes for poilutant sources (plumbing vents; kitchen,

3. Complete the
Checklist.

« Check the "yes,”

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

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

e or " air-conditioning COONNE LOWETS) ...ov.viivrsiriiereseesetseseseeseeeseeereesse s sessns) ® O O
bn otbappcljlcab eh lg. Resolved any problems with pollutant sources located near outdoor air
ke et intakes (e.g., relocated dumpster or extended exhaust pipe) ... O O

item, {A “no”

response .
requires further ACTIVITY 3: AIRFLOW
attention.) Lh. Obtained chemical smoke (or 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 .................... @

2. SYSTEM CLEANLINESS

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

blawing dowiStREUIT s s e T ] O O
Ze. Vacuumed filter areas before installing new filters ..ol O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the air FHEEr commmsmnmmmmsa e i T mamssonsmerasassnd @ 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
TR ALEINE) oo s e e A TR T e S S R A B

2g. Cleaned drain PANS ... e e
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 8

Zk. Ensured that dUctS 858 ClEATL .iiuierieiiiieiie e eee oo s v e st e reeses s s seeiss 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

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

e b E 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) .....cooooovveiin @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches 10 the correct position ...........ccccvveeorenns] O O
3e. Settime clocks appropriately ..o @ O

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

e e i L L @ 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 ...oooooooovovovvieennnen, O
3h. Checked that the line dryer prevents moisture buildup ....ooooccvvnvencrinniennn, O O

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

Blow oW the TANKY c.oooeieerec sttt e 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 orobstriCiONE) wummmmasm e i S i foeas e O O

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

g L e W @ O O

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

NOTE: It is necessary to ensure that the damper is operating properly and within the normal
runge 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 @ O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler 1s turmed 00 i) @ 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 86t t0 85%F ..ot an 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 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
SCIEWS O bolts re tght .....vvceirrec e se s rnea 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 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 TETTNIIIALS c1oviiiieieir e s see s e b e ene 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

T RO s s SR B o sBmemnse o momse st S Sr p SarS Sngep O O

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

AULOMATIC TS FIEEZE-STAIS 11vivviiveeiit sttt @ 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 e SO © O O

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

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

loical PRACIIEES musmmusmms st o R T s @ O O

NOTE: The drv-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 fypes of economizers, dry-bulb and enthalpy.
Dry-bull economizers vary the amount of outdoor wir based on outdoor temperature,
and enthalpy economizers vary the amount of outdoor air based on ouidoor iemperature
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) ...

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

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

between rooms and corridors are fUNCHOMING ... 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) ..o ieicioiieieciceeee it eesesr e eeer s @ O O
4d. Ensured that supply and return vents are open and unblocked ......cocoveovvvnn. @ O O

NOTE: If outlets have been blocked intentionally to corvect drafls 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 .owmimmimm s T it s ssesessrosasessssessrans) 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 ait vents ...l @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

BEEVINIES oo scommmnmems s R T S T i essnanes s rs sond @ 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,

Hgor | GIntS, PP QP ITBEY o st it iiiiensnmnrnssamstsapmssssssessmnssensasmsinsraml 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 to surrounding spaces).

3b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A
AAJACENT SPACES 11v.vivvivecrececeecererereemrn s srera e st et secs e eese et e st en e eeseres

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.oocvveeereeeeeceevoreniinenns 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 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

UDHE oot e e b et O @ O

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

eI et e L Lo o S OO 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

levielsein Table L scsvrspsminssossmmmm i B s ssssssnnassemssne 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 levels in Table L. O @ O

NOTES







Ventilation Checklist

Name: 1 homas Verville
School:  Criswold Elementary School
Unit Ventilator/AHU No: _8U-5
Room or Area: 1022-1047 Date Completed: _>-4-25
Signature:
Instructions
1. Read the IAQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background . .
Information for la. Marked locations of ali outdoor air intakes on a small floor plan (for Yes No N/A
this checklist. exantpleya fire escape oot Plan) oo o m i e sreed (e) O O
Ib. Ensured that the ventilation system was on and operating in “occupicd”
2. Keep the ITTOAE L1 et et sttt s et ettt et saenetetersems et e eenn s @ 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, debris, clogs,

S B G ) @ O O

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

Return the checklist
portion of this
document to the

item. {A “no”

as well as a frequently DlOck an INEAKE) ...ovvvieivicire et O O
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
3. Complete the le. Checked grounc?-%gvel intakes for pollutant sources (dumpsters, loading
Checklist. docks,and bussidingiareas) wuvemmenmac somm s s s O O
Y . If. Checked rooftop intakes for poilutant sources (plumbing vents; kitchen,
0 E:hecik the “yes, toilet, or laboratory exhaust fans; puddles; and mist from
N e . Air-conditioning COONNG LOWEIS) .oov.i.vovevser vt vss s eeeeseesesr oo @ O O
not appllcable lg. Resclved any problems with pollutant sources iocated near outdoor air
box beside each intakes (e.g., relocated dumpster or extended eXhaust Pipe) ...ooovvvveverernnn! ® OO

response
: ACTIVITY 3: AIRFLOW
requires further _ _
attention.) Th. Obtained chemical smoke (or a small picce of tissue paper or light plastic) .. O O

Make comments
in the “Notes”
section as
necessary.

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 e @ O O

2b. Shut off ventilation system fans while replacing filters (prevents dirt from
Blowing domenStreatn Vs e smiei s e S e seae)

IAQ Coordinator. 2c. Vacuumed filter areas before installing new Fiers oo O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing
around)the alEIeR: crommems e S R e mranse) 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
A T ) Y st o e b o A e i 1 i A £

Q O
L MR T T ] o T — O O
®

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

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ... oo, @ 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 ..........ococovvivcvvevorneecer o) @ 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,
ehemical poodueis, endsupplies. cssvemmmmsmmmmsmmssnmupmm 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

DO OO LI PIANES s e o558 05 00T T P e ea e A A 1 o1 oA B i 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) .. ...ooooooveeivennn, @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct Position .....veoncearened) O O
3e. Set time clocks appropriately oo @ O

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

MEZI/WEEKENM USE) oviiiiiii ittt eeeeer 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.coorvvinnnc. O O @
3h. Checked that the line dryer prevents moisture buildup ..ooo.oocoeeonrniviinn) O O
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation (for example, when you

plonEH Wit RNk « o cmaromimm e T T O O

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

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

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

O SR s 0 i et sy sy ot e oo pre s i g s sl O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ...........ccccccoovvvvnnn) 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 cutdoor air damper fully closes within a few minutes Yes No N/A

of shutting off appropriate air handler ..ot 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 is Set t0 85°F ..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 set
1 BOPE and.mixed sivthermostatismselite 85 pepmmemmmsnessd 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
serews:of boltscare tight v oo mrammemmmrmn s s mos 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) ... oo ] 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 TETIMINAIS L.ttt cer sttt e e rene e O @ O

OR

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

EEIPPEA) wooiririiii e O @ O

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

automatic resellseze sttt v T ey ) 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 to 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

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

i ORI ® 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

HERHl PIABIIOES vy RS S poamsnesssmsmarsansssn e s sssassssss) 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 vutdoor 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 satisTIed) i voeecirvecrer s

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
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and cortidors are functioning ........ooviieinnn.d @ O

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

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

system or operable WINAOWS) ..oo.oioiie et estere s ee s ee e eeeeereseed) @ 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 e e e O O @
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population ChANZES .......ocoociiiiiin i 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 ........cooveciieinerricinnnd @ 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 .ot @ 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
» 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

TSR G SR B yoersvansosmsssoss sesass 5 S A R R Uomnemsmgsessas e snsegn e saer) 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 intale .....oovviivevececeiien, 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....vvveinrereeennd @ 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 I O O

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

T T TR BT TT15 o nem s o s i RPN TR A 39 WY O @ O
6c. Divided outdoor air supply (22a) by the number of occupants (22b) to

determine the existing guantity 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

Tevels I TAbIe 1.t O @ O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air {o ensure that outdoor air quantities (22¢) meet

thesecammendedilevelsin Tablel Lasmmensnammmemnercemmmmans, O O

NOTES







3.

4,

Instructions

. Read the 1AQ)

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,
as well as a

copy for future
reference.

Complete the
Checklist.

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

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

Return the checklist
portion of this
document to the
1AQ Coordinator.

Ventilation Checklist

Thomas Verville

Name:
School: Oriswold Elementary School
Unit Ventilatot/ AHU No; _Mau-1

Kitciten Date Completed: 3-4-25

Gheomaa wermile

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 PIANY ..o

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

L L e e R @ O O

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

e e e e e e ] O O

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

frequently blockeamdntakie ) s s s R i ATk nereonsesad @ O O

ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for pollutant sources (dumpsters, loading
docks, and bus-idling areas) .......covcieireiiiorieeeeee e @ O O
if. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddies; and mist from
aircconditioning COOliNG FOWETE) «.rwssissismsitmssisisssisisibeinsisereesasmsnssrsronseossssel @ O O
lg. Resolved any problems with pollutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust pipe) ..ovvviieeeenni) @ 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 fiiters per maintenance schedule ..o, @ O O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

BLOWING dOWNSIICAMY c.eotuciiis ittt eer e O O
2c. Vacuumed filter areas before installing new Filers . ..o O O

2d. Confirmed proper fit of filters to prevent air from bypassing (flowing
around) the air fIHer ... e 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
<alulb LI R ED L) R —————

2g. Cleaned draill DANS ...coooieeemrrrsirriee et s a et e et eses s
2h. Checked drain pans for mold and mildew ..o

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ......o.oooiioceonionrennnnn)

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 ... i) @ O O

2k. Ensured that ducts are ClEAm ....ii oo eeereeeeeee oot e et @ 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 adeguate outdoor air

FOT QRIS s occsicinsvesomaamn s oo A T AT B o prnrmone @ 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) ........ooocovveeroee. O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position ....ocoovvvrecnecenen ) O @
3e. Settime clocks apPropriately oo e O O

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

AN ST oty f e DR 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 O
3h. Checked that the line dryer prevents moisture buildup ....co.coooovvivorrerine 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 taNK) oo e e O O

3j. Set the line pressure at each thermostat and damper actuator at the proper
level {noleakage or obSIraEliONS) v a8 i smesssssorsanse O O

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

L s (o) P RO O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ....ocococeveeevir i) @ 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 cutdoor air damper fully closes within a few minutes Yes No N/A
of shutting off appropriate air Bandler ... eeeseseere s O O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler s turned 00 1o e O

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

T L (  W——— 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 10 45°F ..o 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

serews o bolts are tERL .oiii e e O @ O

*  Moving parts are free of impediments (e.g., rust, COrrosion} .........oco......! 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

lozation; calibratod CONREHY) s on il s emarnerrentase 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 TEIMHNALS Lot e sttt e ra 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

i o] T O @ O

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

AULOMALIC TESET fTERZE-SIALS ...ocovetirr it se s er 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 THERMOSTATS
3v. Ensured that the mixed air stat for heating mode is set no higher

ERAN B5°F ovvrvivvrveeeceeceeeeossoasso et s seeseeessseses st esesesesmesseenss s ® OO

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

than the room thermoestat SEIHNE i O O

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

l@Ea FEEIIEES ermermmmmncrmman ey me T S P PR TE o 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 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) ...

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 IR | (o) O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUnCHONING ..o O O

NOTE: If ventilation system is closed or blocked io 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 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 vttt ettt ettt 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 ........ococeeceeeeeeeeeeresenenn | @ O O
4h. Ensured that unit ventilators are quiet enough to accommoadate classroom

Sl L S SSC—— @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
from supply terminals ......ooivi 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,

flooT JOINtS, PIPE OPEAINES T s o b e sesnstssssrssosssssessnmsens 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
* Broken fan belt




5. EXHAUST SYSTEMS (continued)

ACTIVITY 20: EXHAUST AIRFLOW

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

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

L S TSR o oncmssoms e ssmasames s o s R AR RS g 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 ......ocooeeevoeeverieerirn 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 ATR MEASUREMENTS AND CALCULATIONS
NOTE: Refer to "How to Measure Airflow” for technigues.

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

UTHD oyttt a8t st O @ O

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

levelsinm Tableil o wammssnmmsn s S T EEE anssned 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 Talle Foo e @ O

NOTES
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Ventilation Checklist

Name:
School:
Unit Ventilator/AHU No:

Room or Area:

Thomas Verville

Griswold Elementary School
RTU_ta

LMC

Yhomaa vermdZe

Date Completed: il

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) et O O

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

10T O — @ O O

ACTIVITY 1: OBSTRUCTIONS

lie.

id.

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

T O s T T T 000 s A e S S @ O O

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

frequently block an intake) ........cocooviviiiiere it @ O O

ACTIVITY 2: POLLUTANT SOURCES

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

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

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

Air-CONdITONING COOHNE LOWETS ) evviervriviisieie et seeevssr e e s senes @ 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 O

2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS

2a.
2b.

2c.
2d.

2e.

Replacéd-tilfens permaintenanceseliedile «wpusmsmmmammammmmn @ O O
Shut off ventilation system fans while replacing filters (prevents dirt from
blowing dOWNSIICAIN) .....oviviiriiiireieiet et evess e e s
Vacuumed filter arcas before installing new FIErs ... @ O O
Confirmed proper fit of filters to prevent air from bypassing (flowing

Rdelisvinlae T o ] Lucd i e

Confirmed proper installation of fifters (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

ACCUTNUEATITIZ) oot ee e sn s r e O O
R T D6 o ST ——— O O
® O O

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

ACTIVITY 6; COILS
2i. Ensured that heating and cooling coils are ¢lean .. ieecinorensissnnnn, @ 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 .o @ O
2k Ensured that ducts a5€ CIBAIL ..o seissiese e s e s ererond @ 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 LLuiviic st @ 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) ...coooervieevriennn. @ 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

NIEHYWEEKENA USE) oottt en 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 ......ocoocvoneenn. O O @
3h. Checked that the line dryer prevents moisture buildup ...oooeeiivireriecen, 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 croevererer e eesee st eoeeeeeeee oo oo oo oeoeoes oo OO0 @

3j. Setthe fine pressure at each thermostat and damper actuator at the proper

level (no leakage or obSIrUCHIONS) .vvcieciiiniicer 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 INSPECHION 1. 1icivisessis sttt e eeen 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 .........oovcecereannn.n) O O

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




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 BANAIEr .....vivovovoeeeee e O O
3o. Checked that the outdoor air damper opens (at least partially with no delay)

when the air handler is turned 0 .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 St 10 85%F Lociiiiiiiieeeercecir e eses 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
1B0°F and mixed aiethermostal fretdo B8P ommmumsnsmainamns 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 sct
T e s ——— 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 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 TEIMINALS 1ooiioiii et b 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

DRI 11 RO et s 50608 s A AN RSN S AR5 O @ O

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

automatic reselteeZenstalSh e 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 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

R 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

(o o} & Tt 1T 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)........cc..coooeeierresnr e @ O O

NOTE: [f fan shuts off when the thermostat is satisfied, adjust control cvele 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 o iecrnrrrnecce i e @ O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between rooms and corridors are functioning ........o.coocooooevovveveenirecernn @ 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 WINdOWS) oot 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.

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

S 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 couid 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

HOTVELIEE somiittiniins franssssasss sesssssomas sroms semsmsorty s s e e 353 eSS O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
TG L 0 201 DO 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 Jolnts, PIPE OPENINGS) . vvvieieiie s eress 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 Jollowing:
* [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 S DB s s TR e omamsr s s s A SRR 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 ......ocoooveivveorsiorrennn, O @ O

ACTEVITY 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 .........cceoveeeeerinnn. O 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 T W, O O
6b. Calculated the number of occupants served (22b) by the ventilation unit

under ConsIderation ..o 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 QUTDOOR AIR QUANTITIES
6d. Compared the existing outdoor air pet person (22¢) to the recommended

IEVRIS I TR e aovssnis s sramsemmenssmsssssmmssomsmm s s s 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 Teviels i1 Table: L i vimimsimsmiiiiimmmmmsmsmsmssorsnonsrnsasemmnes O @ O

NOTES
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Ventilation Checklist

Thomas Verville

Name:
School: Griswold Elementary School
Unit Ventilator/AHU No: RTU1-b

Room or Area: LMC Date Completed: 3-4-25

Sapmbuns: homaa warwnddly

1. OUTDOOR AIR INTAKES

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

T B b0t o v s e s e o T T A S e @ O O

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

QI COVEES csrverswmsusarovs s v 0 g TS TR O ST S 5 T S8 ottt o s i O O

td. 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-TadliBg Areas) ..o @ O O

[f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toifet, or laboratory exhaust fans; puddles; and mist from

air-conditioning COOIME LOWEIS) ...vvvvriivrnrriiiieissire s crces st ens oo @ O O
lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust Pipe) ..o.ovvrvivieen.d! O O
ACTIVITY 3: AIRFLOW
[h. 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

Lo Eabid L T T @ 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

b LBt 1 R s AV T @ 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
TR LT T T T o W ——

() ¢
R R e o OO — 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 ¢lean ....ooviviveiiceceee e, @ O
2k. Ensured that ducts ar¢ €lean ...t 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 partially open (minimum position) ...... @ O O
3b. Ensured that minimum position provides adequate outdoor air

F O QO O PIANES coecssvnsrs 0 0 A TP oo A AR A RSB AN @ 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
3e. Set time clocks apPropriately o)

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

nighit/ wWeeketid USE) v i s T b rs pesssess samsoss sten famemms 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 line dryer prevents moisture buildup ....oocooiovvinerieeceneond O O

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

Blow down the TATTK) oot ettt O O @

3j. Setthe line pressure at each thermostat and damper actuator at the proper
fevel (no leakage Or ODSIUCHIONS) 11iiivicucinieciiniiinni s isssesst s stas s eennens! 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

TOF INSPECEIO it s soress i T T T e s ssas s sasnssmpauns msssonsmasemonses @ O O

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

NOTE: It is necessary to ensure that the damper is operating properly and within the normal
range fto 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 handler.........o.oocveioeoceeeceee e ) O @ O
30. Checked that the outdoor air damper opens (at [east partially with no delay)
when the air handler is trmed 0N 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 18 8t 10 85°F it 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

1660 dmd-mixed aiethermostal fesobto 45°F vuwvmpmmssmmsmnan 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 orboltsarctlghio O

*  Moving parts are free of impediments (e.g., TUst, COITOSION) ...vvvvvvenn.a.. ) 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 coOrectly) ..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 1BTITHNALS ..ot et O @ O
OR

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

EETIE ) 5 0550755710 s smarme s sosmaesnenemnmcpenmnsgeas sanss somanemyssenss siers moms esues s aas s5som e assisans sl O @ O

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

atomatic reset TIEeZEEstals mu s nrs g s S e 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 33°F to 42°F

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

TR O OO

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

than the room thermostat SSIHILE oo O O

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

e 1 e L @ O O

NOTE: The dry-bulib 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) .oieoeevee 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

DELFOIN A8 TEOUITE o ossmmrsmmsvsvsssmmssussessssassescss 5T T ST S v O
4b. Ensured that passive gravity relicf ventilation systems and transfer grilles
between rooms and corridors are fUnNCHONING ..o @ O

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

4c. Made sure every occupied space has supply of outdoor air (mechanical
systervorioperablewindows) «eemmms e R R e Camsnsmses s ] 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

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

and population CRANEES ..ot 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 ...........ocveiireiiiccnn.n ) @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

ACHIVITIES 1ovvisiieieesee et sen e en st esb st s @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
fromm SUPPIY e EmINATS s oo i i S TR cons eemeesenmmos sa s 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 activiry,

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 OPEMINGSY cocvvivivveiii it et e 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 js drawn into the room from Yes No N/A

B AR T S [FACE ooy i DS Bropsnsssasssteemsms sasranssessoasssmemssson ot essemermnend 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 ........cocoocoevooeeon 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..oevveerenn. 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

URAET CONSIACTANON ... st et 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

levels in Table T O @ O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22c) meet
the recommended levels in Table [ ..o, O O

NOTES
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Ventilation Checklist

Name: 1 homas Verville

School:  Griswold Elementary School
RTU 2

Unit Ventilator/AHU No:
CAFE

Gomaa verwidle

3-4-25

Room or Area: 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 PIan) o) O O

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

4L T T @ O O

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

OIEONMCER 1o i oo i v o e S SO S S TR SR (T O O

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block am iHKE) ..vmiiiiimmiminmnsssssmssssssrsssssessssressessrssasssresd @ O O

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

docks, and bus-idHNg arEAS) ..o..oeviviei it @ O O
1. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

air-conditioning coolNg FOWETS) ....o.vvvivmrinecinsis i @ O O
lg. Resolved any problems with potlutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) ..o, @ 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 ..................... O O

2. SYSTEM CLEANLINESS

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

BLOWING dOWNSITEAIMY .oviviviieiiiccrsr s it e O O
2c. Vacuumed fiiter areas before instaliing new filters...........o.cooovvveieeveiennn) @ O O

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

BV Y0 i {iE e ] e SV S | @ o O
2¢. 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
BCCUMUALING) wevuiriinsiiisisiniiiersaserenmronssssossessssenesssssrsssssnssessrasssossessestaresssonssnd

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean .......oooooovreero 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) 15 clean ......co.cooevevrvivivveooeooeoo, (o) O
2k. Ensured that ducts are Clean ........cooccoiiiviiierieceeeonienessseee oo (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 SUPPHES «oviiiiciee 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

DO AT 555453 4hammeraman e s et 4 e 5 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) ..........coooroooooo.... @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position ... . O @
3e. Set time clocks apPrOPriately v oo (o) O O

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

NIZhYWEEKENT USE)Y 1.t ece 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 .......ooo.coovvvvierrnoo) O O @

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

BIoW down the t1K) +-rorvoovovovooeeeoesoeeoeooooo OO0 ®

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

level (no feakage or ODSErUCTIONS) .ovovovoeveeioeieceicieeeee oo 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 INSPECHON 1iuhis 20 aietssisitie fiassssso susssmsnssemsones erssssssns s vessessesss s s srs xS G550, @ O O
3m. Ensured that air temperature in the indoor area(s) served by cach

outdoor air damper is within the normal operating range ..........c.oovevvovee.n.... @ 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.........cciioion s O O
3o0. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is tUmed 00 oo @ O

3p. 1f in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thermosiar 1586t EBETE e usmmmumm i s o e 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 £0 45°F ...oocviiivireecsceeed 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
SCIEWS O Bolts are tIZNt 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 (c.g., in the right
lecation, cabbrated £ortertly ) onmpimnmimmm it ssssmmsssan) O @ O

Proceed o 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 B T I AL 8 450300000 ek 00 emmsm s s ansnr s g e A e bt se s e 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

BRSO Fosos cvvmsssymppnsisis s G AR b Bomnasemrssssmmnsng spxsmomm sy smsisins) O @ O

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

AUTOMAIC IESEt frEeZE-STALS ceoviiii i 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

21l O —— @ O O

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

than the room thermostat SEHING ..o..ovvevveeecirecee e O O

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

IOEALPINCEIORS s msmbmri e e 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 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.
Diy-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 OQOUTDOOR 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) .......ooevcoecrovciiersores s 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

i Tl G R o (A @ O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUnCHORIBE .v.ovovvcvecv 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 e 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 cutside air to areas without an outdoor

AT SUPPIY 1ottt ettt ea st ee e nenen o) O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

iy ls BoTololul T viatlol 176317+ o EN—G———————————cem 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 VENES ..oovvvevee e @ O O
4h. Ensured that unit ventilators are quict enough to accommodate classroom

5o T R ——————————————— @ O O

4i. Ensured that classrooms are free of uncomfortable drafis 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 chermical smoke) through
windows, doors, or other cracks and holes in exterior wall (for example,

feotir jornts; PIpEEPENINGS) s R R ssmes 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
o Undersized or improperly installed fan
» Broken fan belr




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 1orvuirvisisismsisersmermsnesseesneerssesmmssssssntssrssinsssessrssssessass s sasenaessntoss 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 dirflow”}.

5c. Ensured that air is flowing toward the exhaust intake oo ooeervovoooeeoeoe ! 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........ovvviiiiosn) 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

UIVREE s 0S50 G5 S e s e 8 A SRR O @ O

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

L gl G 4 R 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

TRHE1S B TAIIC T s srmomimmssmerssonsnsssorsmars mssaznaninspasssesstisss s S S Ees 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. eceeeeeeeeee oo, O O

NOTES
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Ventilation Checklist

Thomas Verville

Name:
School:  Griswold Elementary School
Unit Ventilator/AHU No: RTU_3
music rooms 3.4.95

Room or Area:

Date Completed;
omaa

Signature:

1. OUTDOOR AIR INTAKES

la. Marked locations of all cutdoor air intakes on a small floor plan (for Yes No N/A
example; a-Tireescape floor plan] wa s in s n]
Ib. Ensured that the ventilation system was on and operating in “occupied”

T B 0 b e g e St e s e P A R S o e B @ O O

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

L @ O O

1d. Installed corrective devices as necessary {e.g., if snowdrifts or leaves

frequently block an intake) v e @ O O

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

docks, and bus-idling 8reas) ... v e @ O O

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

Ar-CONditionIng COONNE tOWETS) 11vvviieriiiier ittt seeeeeeesseees e reeesanesd @ O O
lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) coooviii] @ 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 O

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

BIOWINE AOWISIIEAT) .ottt et er e e ann O O
2¢. Vacuumed filter areas before installing new filters ....ooovviveie e O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

aroundl)the air filferu e s e 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
AT gV ) e

2g. Cleaned drain Pans ...t e O

2h. Checked drain pans for mold and mildew ........ccooovmimminiiiiiieoreeon, O

ACTIVITY 6: COILS

2i, Ensured that heating and cooling coils are clean .........coovvvivvceoreeee 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) 15 Clean ...ocooooovvivcoriieceeeee o] 8 O O

2k. Ensured that ducts 8re CIBRI L.oiveiveeereeeoe oo es e s ee et ee e et 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 «.coovriiiieees e @ 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

0 el u] o 1 1 e W @ 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) ......cocvvvivinanne, @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position .........cooevveeveeennne, O o
3e. Set time clocks appropriately .ot O O

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

eTEi AR i L OSSR e O O

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

occupied (day) setting and the unoccapied (night) setling ..., O O @
3h. Checked that the line dryer prevents moisture buildup .....ocoooocvvirnirirennnnnnn, 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 FANK) evviiieee ettt s et O O @

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

level nolenkapeorob s rIRIIONE] wosswuoy e S BRI o nes O O

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

for ISPRBHON wwnumimmmns e 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 ...............ccccvuoven.. 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 handier .........cooovvin o eeeeeeeecr oo O O O

30. Checked that the outdoor air damper opens (at least partially with no delay)
whendhemirdandlerds tumed Ol e s mre 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 56t 10 85F ..ottt e e et 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 Se110 45°F ..o 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
serewsiorbottsmretiaht weommmrern e s o O @ O
*  Moving parts are frec 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
lecation, calibrated COTTECIY) oot 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 LEIMINALS Loviviiiiii ettt v 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

EIPPEM) c1iv it e re s O @ O

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

automatic Teset FreezeStatt i 5 T B serepanesssssoscasansans ] 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

L L T W @ 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

loeal Practicsy sommmmmmmmmesnmrmeenee, ] @ 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 owtdoor 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

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 GEORIAS BN xR DT A ) O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are funCHONING «cv.vvvevereveiecccce 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 operable WIndows) .o i i i i ermssssansrmsessassae 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 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
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population ChaNZEs ... e e e eeeses) 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 .......ooooovveoeoveeeeeer) @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

BOHVITIES ovoieiccc ettt et et r s e ens] O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air _
from supply Terminals e S S e st s ass s srsis] 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) ....| 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 (us compared to surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

B0 L S REIB s s 4o T S B 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 ..oooeeeeoevvecoseieeern 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......oooeeveeeeivernn, @ 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

BUILTE s oo s 050 55 S S 0 O @ O

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

Under CONSIARTALION ...oiiiii e sttt een 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 (22¢) ......... O @ O

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

levels 10 TABIE Lowiormmimims s iiiiiamennsm s ssameysns s sssransaens aomassssnnsmessssss 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. e, O @ O

NOTES







Ventilation Checklist

Name: RTU_3

School:  Griswold Elementary School
RTU_4

Unit Ventilator/AHU No:
Room or Area: 9YM Date Completed: 3-4-25

Signatire: iomae verwi’e

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 pian (for Yes No N/A
this checklist. example, a fire escape Floor PIANY ..o e O O

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

2. Keep the T — ® OO

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 R OO, @ O O
unit in your school, 1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
as well as a it il g I R L ) 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 bus-idling areas) ... @ 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,” or . air-conditioning cooling tOWETS) vt e et ORGSO
mot appiacab!e lg. Resolved any problems with poliutant sources located near outdoor air
box beside each intakes (e.g., relocated dumpster or extended exhaust pipe) ... @ O O

item. (A “no”

response
requires further ACTIVITY 3: AIRFL.OW

attention.) 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 .....ooooveii.
+ Make comments : g appropriately © OO

in the “Notes”

section as 2 SYSTEM CLEANLINESS
Wit el ACTIVITY 4: AIR FILTERS
4. Return the checklist 2a. Replaced filters permaintenance schedule .ovvwemmmmmmmnnsimes @ O O
portion of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the bIowing dOWNSIICAIM) c....curiiiiimiiirenisrisnsensese e eeesess oo ens! ONONO®)
IAQ Coordinator. 2¢c. Vacuumed filter arcas before installing new filters..........cc.oooovevervsicsirnnnnn) O O

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

around) the air filter ... 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

ACEWRIARTRI ccononr o smessmam serssy s S R T By e 8 8

2g. Cleaned drain PARS ..o e ee e e eres s
Zk. Uhecked duinpansfirmoldand pilldew woseammmsnmanmaammansd O O

ACTIVITY 6: COILS
21, Ensured that heating and cooling coils are ¢lean ..o ceseenn, 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 ClEAI 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 .oooioiiveviie e ee v 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 OO @ 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) .....ccovvevieen.nn. ) @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the coOrrect position .........cccveeeerierreran) O O @
Je. Set time clocks appropriately ..o e, @ O O

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

NP B eSO coconrmummmmsmam s s 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 ..........ccoucvvvrennnn)
3h. Checked that the line dryer prevents moisture buildup ..o.ocvveiiiveiiercriinenns O O
3i. Replaced control system filters at the compressor inlet based on the
compressor manufacturer’s recommendation (for example, when you

BLOW AOWN ThE 1KY .eveveeeeerererers oo seses oo O O

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

level{noleskage or obstrietlons] v s s O O

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

L0 DIESIRIBIEIR msnscouscsanvt s s 5 s S D A 0 T O O

3m. Ensured that air temperature in the indoor area(s) served by each
cutdoor air damper is within the normal operating range ............occovvvernnn, 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 handler ... O O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler 15 S 0N oo @ O

3p. 1f in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room

thermostatias SebtaiBERE o oo G ey s T T 6y O @ O

3q. Ifin cooling mode, checked that the outdoor air damper goes to its minimum
position (without completely closing) when the reom thermostat is set
to 60°F and mixed air thermostat is set t0 45°F ... ] O @ O
3r. [fthe outdoor air damper does not move, confirmed the following items:
* The damper actuator links to the damper shaft, and any linkage set
SCTEWS OF bolts are tight ..o O @ O
*  Moving parts are free of impediments (e.g., Tust, COTFOSION} .ovovevrvrrvieen.d 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; galibrated coreetly forwpmpmummsssmssmprssmsme] 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

aerass temminalsie s s R s enmsnsss 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

HAPPE frncunuensmenonusssism s o R A i asastsesasase) O @ O

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

AULOMALIC TESEL [IECZE-SLALS . .ovevie s cersserses 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

U R e e T 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 @ O O

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

LOGAEPHHBIIER ..concsmsinsssmomeasessasuns s onss s stsas iy s somis i et sssuinsal O @ O

NQTE: 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 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 econonizers 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)

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) .......c.covvieiirereinsioeenn. | 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 85 TEGUITE ..vvveeieirer et ve s s e s enar st s e @ O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between'rooms and corridors are FUNCHONINE s i st @ 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. Ensured 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

EVEECT1 o)) NI O O
4f. Modified existing HVAC systems to incorporate any room or zene 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 VS ..o ivvnvcrninnccninnna.d @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

EUIVIEIES orosrams e r 00 TR0 s semms e sos s ot ot e g A e AT s @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
1ol B0} ol ol 1G) 0 LT 1 L PO 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 opemzlgs)o O O

5. EXHAUST SYSTEMS

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

2 e o 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 oo, O O

ACTIVITY 21: EXHAUST DUCTWORK

5d. Checked that the exhaust ductwork downstream of the exhaust fan (which is
under positive pressure} (s sealed and in good condition .......ccoovivievciieenne. 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

LD ©oeoiitt i bt O O

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

MR CONSIACTAN O s eswmsmovean i oo s s i fndhumssomsrmpesssemsasomansd 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

lewels i Table Lo S s 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 1. i, O @ O

NOTES







Ventilation Checklist

Name: 1 homas Verville
School:  Griswold Elementary School
Unit Ventilator/AHU No: _RTU_5
Room or Area: _nai office Date Completed: 3-4-25
Sjgnature: %QW MLM%
Instructions
1. Read the {AQ
HEGRGiauADERahi 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;.adiveevenpe HlOOEPIAN) puwumnwms neasms s i) O O
Ib. Ensured that the ventilation system was on and operating in “occupied”
e o A ® 00
Background

Information and

make a copy of ACTIVITY 1: OBSTRUCTIONS

this checklist for le. Ensured that outdoor air intakes arc clear of obstructions, debris, clogs,
each ventilation OICOVEES w s s s s T S P T T T s A T D 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 an intaKe) ...vccviveoioririeiieiee e e @ O O
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for poltutant sources {dumpsters, loading
3 %z[;cilnestﬁ the docks; and busadlingrareas) owmammmempanmen s RS O O
Y . if. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
: (;?hec:rk the “yes, toilet, or laboratory exhaust fans; puddles; and mist from
"'no, s ; air-conditioning COOING TOWELSY ..o...cvuemvvrririisis e esssseseviss e seeeseesreennd ®© O O
niad appllcable lg. Resolved any problems with pollutant sources located near outdoor air
F’OX bes’f,’e e,?Ch intakes (e.g., relocated dumpster or extended exhaust pipe) ...c..ccovcrnrnnnnn. ] @ O O
item. {A “no
response
requires further ACTIVITY 3: AIRFLOW
attention.) Ih. Obtained chemical smoke (or a small picce of tissue paper or light plastic) @ O O
. Make comments ti. Confirmed that outdoor air is entering the intake appropriately ..................... O O
in the “Notes”
section as 2 SYSTEM CLEANLINESS
PEBESsaTH 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 Blerniitng domumsl OB ooy pam s A TS T o] ® O O
IAQ Coordinator. 2¢. Vacuumed filter areas before installing new filErs . oo oo O O

2d. Confirmed proper fit of filters to prevent air from bypassing (flowing
L T @ 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 deain (to prevent water from Yes No N/A
SCCUITTIATITIENN . s s e mns s 2000 SR AR AR e T

B e aTre ) D T oo T i s e S e e s O 8

2h. Checked drain pans for mold and mildew ..., @ O

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are Clean ...oooooveonreceveseeecenn! @ 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 oo ees e 8 O O

2k. Ensured that ducts 8T CIEAN ..o iiivieiicsei et veer e s s s s enesseeas)

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 .ooooiiiiiiiee e 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

B AT cme s A S TS @ O O

ACTIVITY 9: CONTROLS INFORMATION
Je, Obtamed and reviewed all design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,

and controis operations manuals (often uniquely designed) ...l @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct posHIon ...l O O
36, Sertimeelo ok ApETOITIAReIT o A s sty @ O

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

NIh/WEEKEIA 1SE) ooveiviiiiiiic et s cer e @ O O

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

occupied (day) setting and the unoccupied (night) setting ..vivveveeeeie 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

Dlow oW the tAnk ) si st i i b ennsmssasns ssne s meamsnrms s smnmsm e amrns, O O @

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

level (no leakage or 0bStEUCHONS) wovviviriiiiiiii e O O

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

FOE IRUSIIBEIIIL neusscmosmns smmsmrammesnson omesioess oassos s St S 535 O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdeor air damper is within the normal operating range ....covcviriveervvenennene. @ 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 ait handler.......oovieceneccrinirenne, O @ O
30, Checked that the outdoor air damper opens (at least partially with no delay)
when'the sirhandleris turned on i erunanamnmamsm s 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 i3 SEL 10 837F oottt e O @ O

3q. If in cooling mode, checked that the outdoor air damper goes to its minimum
posttion (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. If the outdoor air damper does not move, confirmed the following items:
+ The damper actuator }inks to the damper shaft, and any linkage set
screws or bolts are tight o @ O
*  Maoving parts are free of impediments (e.2., TUst, COITOSION) ....coovrnn. ) 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) ... s O @ O

Praceed 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
ACFOSS TETIMINAIS 1.ooeviiiriii e e r ettt e s eneneed 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

EFEPPEA) Lottt ettt e ettt et se e enan ] O @ O

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

autorinatic reseliTeeresstitd mmmnmam a s R s 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 ATR THERMOSTATS

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

ERAN BB wnum s g s s s e O e T e e @ O O

3w, Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SetNG ..ocovviveiceiiii e o] @ O O

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

ooal PraBlites s e o s S SR ona b pasasastatassed 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 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-bull 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) ........ocvoviievorroeoeeere 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

PErform as IeqUIIEd . it et O
4b. Ensured that passive gravity refief ventilation systems and transfer grilles
between rooms and cortidors are fFUnNctoning ..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 O
4d. Ensured that supply and return vents are open and unblocked ......ccoovvv... ) © O O

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

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

RSP summsaneovumimonrsssssmams oosss sy B B S T T B P O @ O

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

and population CRANEES .........cc.cocvcicvvrieiceccee 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 .....c.cviivernieciinniinsd 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

fionm Sl BOEOTIRLS cmarvmnsr s A R0 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, Thercfore, 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

e o o e Ner T WU 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 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 .....eceevvvveeecevee 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 R O @ O
6b. Calculated the number of occupants served (22b) by the ventilation unit

T O T R T S T O I st s s i R A A PRS2 £ A 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 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¢) neet
theirecommended tevels 1 Table bamarasmnmasnmmmssnras s @ O

NOTES







Building and Grounds
Maintenance Checklist

thomas verville

Name:

School:

griswold middle School

building wide

homaa verele

5 2-24-25

Room or Area:

Date Complete

Signature:
Instructions
T. Read the JAQ 1. BUILDING MAINTENANCE SUPPLIES
Backgrounder and Yes No N/A

the Background

la.

Developed appropriate procedures and stocked supplies for spill control

information for b Reviewed supply 1albels s s st s s, O O
this checklist, lc. Ensured that air from chemical and trash storage areas vents to

5. Rasp ihe THE OULAOOTS oot e et e e as et st e et es e @ O O

Background ld. Stored chemical products and supplies in sealed, clearly labeled

A i e L L O T T @ O O
make a copy of le. Researched and selected the safest products available ......ooovvveeriiieniein ) @ O O
the checklist for If. Ensured that supplies are being used according to manufacturers’

future reference. LS 1] 0) 1 RS S —— @ O O

lg. Ensured that chemicals, chemical-containing wastes, and containers are

3. Compit_ate the disposed of according to manufacturers’ INSTUCHONS v.vvveevev e O O
Checklist. . ; .
lh. Substituted iess- or non-hazardous materials (where possibfe) ...................... @ O O
* Check the “yes,” li. Scheduled work involving odorous or hazardous chemicals for periods
“no,” or when the School 18 UN0CCUPIEA ....ovovecvecic e e e OO
not applicable 1j. Ventilated affected arcas during and after the use of odorous or

box beside each
item. (A "no”
response requires
further attention.)

Gk T LR T L R ——— O O
2. GROUNDS MAINTENANCE SUPPLIES

« Make comments Za. Stored grounds maintenance supplies in appropriate areas) ...........co.cocovcrnns O O
in the "Notes” 2b. Ensured that supplies are used and stored according to manufacturers’
section as IMISITUCHOMNS 1ottt et r et ettt et et eeeee e s e s eemeentans @ O O
necessary. 2c. Established and followed procedures to minimize exposure to fumes

FromusupPlEs s s s s g
2d. Reviewed and followed manufacturers’ guidelines for maintenance.............. (o)

Replaced portable gas cans with low-emission Cans ..o vevrenseoond (o)

Stored chemical products and supplies in sealed, clearly-labeled

COTLAITIETS 11evovsivirsiis st ss e st b ettt @ O O

2g. Ensured that chemicals, chemical-containing wastes, and containers are
disposed of according to manufacturers’ NSIUCONS ......o..ooovveveiiiiriiionns O O

4. Return the checklist
portion of this
document to the Ze.
IAQ Coordinator. 2f.

3. DUST CONTROL

3a. Installed and maintained barrier mats for CNIANCES vvevvvvvvveeiveeeeorees i @ O O
3b. Used high efficiency vacuum Bags ..o cececene e, O O
3c. Used proper dusting teChNiQUES ©.o.ovvveeie it e O O
3d. Wrapped feather dusters with a dust cloth ......oovovvvviieciieccee ) O O
3e. Cleaned air return grilles and air supply VNS oo seeeend O O




4. FLOOR CLEANING

4a. Established and followed schedule for vacuuming and mopping floors..........
4b. Cleaned spills on floors promptly (25 MECESSATY Y oo iveisiveeeeeeei e
4c. Performed restorative maintenance (@s nECESSArY) ..oouivrioeeeveireerervionend

5. DRAIN TRAPS

5a. Poured water down floor drains once per week (about 1 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) ......coovovvvrevieveennn.

6. MOISTURE, LEAKS, AND SPILLS

6a. Checked for moldy 0dOTS vttt
6b. Inspected ceiling tiles, floors, and walls for leaks or discoloration (may
indicatesperiothic leakslmmmmmampanemameasnasmenmmm,
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
OO ccnvmmmsomsmmsas s s oA T T P TR T e mome s s
6e. Checked that indoor surfaces of exterior walls and cold water pipes are
ree OF CONAENSAIE oottt ete et ettt
6f. Ensured the following areas are free from signs of leaks and water damage:
Indoor areas near known roof of wall [2aKs ...o.oovovvoioeccr i,
Walls around leaky or broken windows ..o
Floors and ceilings under plumbing ........ocovevoiieiccieeeeiereecesseereeee e
Duct interiors near humidifiers, cooling coils, and outdoor air intakes .........

7. COMBUSTION APPLIANCES

Ta, Checked for odors from combustion appliances .......ocooovvvveiiiesccserennn ) .
7b, Checked appliances for backdrafting (using chemical smoke) ....oovevviveenn.]
7c. Inspected exhaust components for leaks, disconnections, or deterioration ...
7d. Inspected flue components for corrosion and SO0 ......c.cooevvreriorreee e,

8. PEST CONTROL
8a. Completed the Integrated Pest Managenent 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,”
“ne,” 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 Mlanagement
Checklist

Name:
Schootl:

Room or Area:

Signature;

thomas verville

griswold middle school

building wide 1-24-25

homaa vernile

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 (IPM) . ..ot ev e s e e eens 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 .......oooeveivecieiriensconeecesneenns) @ 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 vovvveeeeereee)) @ O O

. Encouraged parents to learn about [PM practices and implement them

BEEVOIITG s svrecans s B O S R e @ O O

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

TR SRS oo s oot R R O S E 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) ..o, @ 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 all buildings and grounds for pest evidence, entry points,

food, water, and harborage SITES ..o et
Identified potential pest habitats in buildings and grounds ........cooveeevevnnnnn 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 T I . O O
Developed plans to modify habitat (for exampie, exclusion, repair, and

sanitation efforts) to prevent or resolve any pest probiems ..oovvceevvverrienn! O O
Established a monitoring program that consists of routine inspections to

estimate pest population levels and identify evidence of pests and

DOTSHEIRL BEDINED coemmn e s ST s assn s s oA S A S O O



5a,

5h.

Sc,

6.

SETTING ACTION THRESHOLDS

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

e PO O oo csramsmamesavmssrirssssssss o TS AT BT ) @ O O

Determined how many pests the school buildings, grounds, and

OCCUPANTS CAT TOIETALC ..ot ieveirer s sinrasssasssseters et ese e e seessenssemresnetend @ O O
Set actionthresholds ooy aremmmssmrss e @ O O

PREVENTIVE STRATEGIES

INDOOR SITES

T T —— ’
* LOCKET TOOMIS 11t cs s s st __
T
* SEATT LOUNEES 1ot e _
* Bathrooms: weawmumssmmensmmnsmege g i e s e R
* Food preparation and serving areas
» Rooms.withiextensiveplUmBING e mnasmmmsnsnarsisssmss st ,
* MAINEETATICE ATEAS ...vvviieeeceec ettt ens e st
L T Y. .

OUTDOOR SITES

6b.

7b.

Te.

7d.

e

7f.

7g.

Implemented appropriate strategies to prevent pests from inhabiting the following areas:
# Play o rounds i o e T S S TR A RS o
* Parking 1otS .vue. i ‘
¢ LavmsiandathletiesfieldSevmmsrmemunnonersmrasmmesmsneasaia
» Teaching gardens of reenhoUSES o) :
* Loading docks ..ot :
B L —
* Areas with ornamental shrubs and trees ...

. PESTICIDE USE AND STORAGE
7a.

Explored alternative pest management methods before concluding that

pesticides WRrC NeEESRALY mmmmn s s s v o S s r O TP TT AT s asand @ O O

Ensured that pest management professionals integrate IPM into their

pest management MEthods .......oivivvvrresrcciaie et 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 e s s G O O
Reviewed and followed all label instructions on pesticides and learned _

how to properly apply and handle these chemicals ..o O O
Used spot-treatment (or bait, crack, and crevice applications) to apply

pesticides whenever possible and only treated the obviously infested

plants NS ETER o s s B R T AR B s as st nsnc @ 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 O




71,

7m.

n.

To.
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

rUnWAY OF the BOX o) O O
Applied pesticides when occupants were not present ot in areas where

they would not be exposed to the chemicals ...o.ccovvvciiceirenieereeeeeeee e 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

T U R — @ O O

Kept copies of current pesticide labels and informaticn on pesticides

I R R IDIE s i s nessssmassnss sysamass st s R R s O O

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

eSinnated mersnIek e srnmmmmmmse e s 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

T B T 0 e I senbbesanons s s R AR SAERBS Eei O O
Ensured that flammable liquids are stored away from ignition sources ......... O O
Ensured that pesticides are stored in their original containers and ali lids

are sectrely Fastened i e @ O O
Ensured that air in the storage space cannot mix with the air in the central

R I EION ISYSLOITY o rmnmmsons sems esmss i oammess o PSR T A TR R R ST O O
EVALUATING RESULTS AND RECORD KEEPING

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

management fog foreachpropertyare kKept o pmammenimasmssasmm @ O O
Ensured that pesticide records necessary to meet al} state, local, and school

board requirements are Maintained ........ocooovvvovinie e @ O O
Ensured that each log book contains the following items:

+ Copy of the pest management plan ... e @ O O
* Service schedules for maintenance of buildings and grounds.......coo..ce..n 8 8
« Current EPA-registered 1aDelS oo (o)

* Current Material Safety Data Sheets (MSDS) for cach pesticide project @ O O
¢ Pest surveillance data SHEets ..o e 8

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 Yes No N/A
la. Ensured that ventilation units operate propetly .o @ O O
1. Read the /AQ 1b. Ensured there are no obstructions blocking air intakes ..............oocoocvvevccrnn.) O O
g}‘zcjéga ';?(;’:gj;gnd le. Checked for nests and droppings near outdoor air iNfakes ..oeeveveeerrereniod
eBrnenstions T id. Determinc.-:d‘that dumpsters are located away from doors, windows, and
Wi pfrel DSt outdoor air intai‘<es e e @ 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 ..........c.....ocoov..! O O
Information and lg. Minimized pesticide application ...t eeeeeeeeeeeereiessrssassnenns ® O O

Msie aoomyedr 1h. Ensured that there is proper drainage away from the building (including

the checklist for
Futurerretoremes, ECOT AOMISTOTISN 1o vnesmmesomsmmmmsis sasiss s mmnnes s ks S 3o A @ O O
li. Ensured that sprinklers spray away from the building and outdoor

3. Complete the L L 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 ..ot @ 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
regulies further 2b. Checked for evidence of water ponding .......ocovvveevvieeereeeer i) O O
atrenlin.) 2c. Checked that ventilation units operate properly {air flows in) ..o % O
+ Make comments 2d. Ensured that exhaust fans operate properly (air flows out) ...cooovevovrncnnn..l! @ 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
HesssEaTy 2g. Ensured that air from plumbing stacks and exhaust outlets [lows away
4. Return the checklist frompputdoorair IMAkes e s e s @ O O
portion of this
document to the
IAQ Coordinator. & ATTIG
3a. Checked for evidence of roof and plumbing lcaksO O @
3b. Checked for birds and animal eSS ..o e O O

4. GENERAL CONSIDERATIONS

4a. Ensured that temperature and humidity are maintained within
ACCEPLADLE TANGES 1.t e et e (o)
4b. Ensured that no obstructions exist in supply and exhaust vents ....................] o §
4C. Checked f0r 0dOIS oot s v st ereeeeneeeeener e e (o)
4d. Checked for signs of mold and mildew 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 ... e O
Checked for evidence of pests and obvious food SOUNCES .....oovrirrirrininnn: @ 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 ...o.ovciiceiecere e, @

00O O  O00F

O00 O

MAINTENANCE SUPPLIES

Ensured that chemicals are used only with adequate ventilation and when

LB T B e e DR comomssssmsmonnn s sV oS O B A @ O O
Ensured that vents in chemical and trash storage areas are operating

DO LY s R TR Kt S pAR 5 A SR R sy S AEE5 @ O O

Ensured that portable fuel containers are properly closed ....ooocoirrninrinnnn ) @ 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 v (o)

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

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

Checked for peeling and {laking paint {if the building was built before

1980, this could be a 1ead hAZard) ...............oeeoveesrererosessessesesececnserssons s ®© OO
O O

Determined date of 1ast radomn 188 .....vivec v ierereee e oo s e et ese s s @

NOTES




Waste Management Checklist

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.

Name:

school:  Qriswold middie school

Room or Area;

Thomas Verville

building wide 1 comoens: 2-24-25 A

Hhemaae verwniile

Signature;

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

food waste containers should have HdS) .....cooviiooeccreees o) @ O O
1b. Ensured that waste containers are Hned ..........cocoovvvvecvoiiovvereccorienrso s oo @ O O
te. Ensured that waste from art, science, vocational classes, etc., are

handlo SEBALBICIY i i s smens s aremas st oA i anal @ O O
1d. Labeled recycling bins clearly «ove. oo @ O O
le. Ensured number of bins and dumpsters is adequate ............occoovverrnrceennnn,)] @ O O
If. Ensured appropriate location of dumpsters (i.e., away from air intakes,

doors, and operable windows in relation to prevailing winds) .........co..o...! @ O O
lg. Ensured waste containers are empticd regularly ..o @ O O
lh. Ensured appropriate waste removal schedule .......ooovoeovioeeeceeess s @ 8 O
I Ensured waste is stored in a well-ventilated r00m ......oo.eeeveoveeeeeeerre o | @ 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 /40
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,”
e, 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:  @riswold Middle School
Unit Ventilator/ AHU No: fau-3
super wing 34.25

Room or Area:

Date Completed:

Gomae werwile

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 v

Lb. Ensured that the ventilation system was on: and operating in “cccupied”

1] R U S S O S T I @ O O

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

O OV S o T T T T s S M M e s S 1 A A A A £ O O

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

fEcuentle Bloek aninfalld] . omemsammmmmssmmmmsssmmm @ O O

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

docks, and bus-1dling Arcas} ......cccoovciiiiiiviin s @ O O
If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

air-conditioning COOUNE LOWETS) w..o.iovoierieececce e senrs e @ O O
lg. Resolved any problems with poliutant sources located near outdoor air

intakes {e.g., relocated dumpster or extended exhaust pipe) oo 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 ........oovee....! 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

BlOWINE dOWISEICAIN ..ot iiirisisve i sessese s seessssessssens e ssasassessesassteeessns s eemened O O
2c. Vacuumed filter arcas before installing new FIlTEIS..oiiiiiicciiinicin i) O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

AT B T O e rermss st B e csmann s sssa s s s st A 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

ACCUITHHANINGT oo s RS R P S e
O,
(o)

2g. Cleaned dralil PATS . vt sr st b et sts st reeene st et e e
2h, Checked drain pans for mold and mildew ..o

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean .....coovivorieecrieeen @ 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 ..o O 8

2k. Ensured that ducts are ClEAI ..o ettt ae 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 ivrir 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 OB PATIE S s sovmnssmmrmensmasmansssses s R B o T A VT P 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) oo @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position .oovvveicvvcininnn, O
Je. Set time clocks appropriately .o O O
3f. Ensured that settings fit the actual schedule of building use (including

T AR Gl ol 1) R ST 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 ..o.ocvicvciireiennnnl) 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

BIOW dOWnN EHE TR coveiiiieiiii i cer e e ene e s ereesee s reereeeretaaetsaensas O O

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

levelino leakageorobstruetions] cuwsmaw s s R O O

ACTIVITY 12: OUTDOOR AIR DAMPLERS
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 HSPRCHON covcmsaumsmsmssi g sma s i 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 ...oooooceveveeennl) O O

NOTE: It is necessary to ensure that the dammper 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 partialty with no delay)
Wiitn thesis bandlerisbrnedion wewmssassmmssnmsemamsassgpmmom) @ O

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

therostat 18 88110 85%F oottt enera 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

o BOFF and mixed alvthermostat s seltodBFF 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

SCrews OF BOIES ATE HIEHE oivice et se e e eeneese e esr s O @ O
* Moving parts are free of impediments (c.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 COTTECHIY) oo 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 it s et o] 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 B ) fr ot innnnamss o mmmrsssrehse s apases semsass s Yost st s e e pe s s s Sy s S g 055 O O

3u. Assessed the feasibility of replacing all manual reset freeze-stats with
NI\ ol o Vool o T skt v o RS O, O @ O

NOTE: HVAC systems with water coils need protection from the cold. The freeze-stat may
close the outdoor qir 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

ENANEOS T v S R T S T e @ O O

3w. Hasured that the mixed air stat for cooling mode is set no lower
than the room thermostat SEtNG ..o @ O O

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

PRl DTACTIOET wrovsrmmmmms o oy e i e S 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 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 a8 TEQUITE ..ovvriiriicriiiet et cre s vee et ees st s et s s ersrsans) O O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between rooms and corridors are fURCHONING ..o 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 WINAOWS) coiiiiicee s cese s e s e e @ O O
4d. Ensured that supply and return vents are open and unblocked ... @ O O

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

de. 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 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.oovvvveeeieccicorsnn | @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

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 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, leaky, or disconnected ductworl
» 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 1u.vutiirisierceni st ettt eb ekt eaeseranees 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 ......cooooevev 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 ......cocoovereviveiccnnnne. 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

UM Lot ns s bbb e b s O @ O

6b. Calculated the number of occupants served (22b) by the ventilation unit
L TSR O @ O
6c. Divided outdoor air supply (22a) by the number of occupants (22b) to
determine the existing guantity 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

lewels in BaBIR 1 avmumsncevpsrmmimims s T nsresh 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 i1 Table 1. e O @ O

NOTES
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Ventilation Checklist

R Thomas Verville

School:  Griswold Middle School
Unit Ventifator/ AHU No: 1247
Room or Area: building a Date Completed:

Signature: %Mdf U‘W&%

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 floor Plan) ..o @ O O
Ib. Ensured that the ventilation system was on and operating in “occupied”

ITIOME .ttt ee et a ettt en e een s e @ O O

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

OF, SO TS v e i RS Lo T S e T E e s st s e @ O O

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

frequently BLock an ENEAKEY ..ottt eer e s ernad O O

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

dopks, and bas-e IO SIS o R mmcensenes) @ OO

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

air-conditioning coeling tOWETS) . .vii i) O O

lg. Resolved any problems with poliutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust pipe) ........occcooeinnnnnnd) 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 fiiters per maintenance schedule ..o, O O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

blowing: downSHE AT e e s i e b msssnsnsns s @ 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 B L L I 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

ACCUMTATING) oismmmmsarmomersvmmsve s e A ST R CE DL O O
2g. Cleaned draifl PANS ......o.couevrirrminrriirnriessienms oo teesos s seeresesen) & O
2h. Checked drain pans for motd and mildew . simamisimmmmmsmsiimmom ® O
ACTIVITY 6: COILS
2i. Ensured that heating and coaling 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 chamberand fan blades) iselean wo e % O 8

2k. Ensured that dUcts are CIBAM ..o eeeeeeeeeees 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 ....ccoovvriirieie 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

T G OVIIEINES s on st TR B A A Bermmerons @ 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) ...........ococooovvevnvn, @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ..........c...ococooecerenena, 8 O
3e. Set time clocks apPrOPTIAtELY coov i eee s d

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

1 St CReISE] oo s B T R @ 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 .......co.coovvevevernnn, 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 AOWN Eh TANK) ..e..eveoerr e eneeeeeseeesss s ssssesssse st OO0 ®

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

level.{no leakageorobStRICHONS) v s e O O

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

TOETISPEEEION woxsessvvmssvossvins i s e s G R T s soasssnsmnantas 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 O

NOTE: It is necessary to ensure that the dumper 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 handler ..o O @ O

3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler 1S turmned 0N v O O

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

thermostat is seto BI°F fuwim o i o it s mnmsens ssessasesae soned] 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 sct
to 60°F and mixed air thermostat is set t0 45°F ........ccovvoviariconnninerionnn, 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

screwsorboltsarctight............................................................‘................O O
® O

*  Moving parts are free of impediments (e.g., rust, corrosion) ....................
+ 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 COPrETtlV i i s st g oramssensnarsnssy sor) 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

BCEOSS TEIMMINALS wirs it 515 s nrmensenssesprnstaxpesmomsssssns sosessnsnms s sessos seemssse 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

EEIBBOT) oo T S ST b ransmme g nans s nesass fonasmamapensesead O @ O

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

AUTOMALIC FESEL fTEEZE-STALS ...vvveieioeeeee et res e s rerern 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 1o 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 lower
than the room thermostat SSHING ....c..ocovvriiieeeeeeee i) @ O O

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

lOEALDEACTIEIES ducsoanumesmmmws it st T s 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 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-buib 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 SAtSTIEd) .oovovvovrieveeieis 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.ocooviiicrie e e O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ... 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 eeee s eee s esr e et @ 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

EH T BT comorr o s semssamssssnsossesam oo s s 5o S AR O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population ChANZES ..o i oo aren s s 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
fE61s SOPBE I BAMEIR oo crsasmmrrwmnammmsnn e S RSP @ 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 OPEIHILES) .. vveireeeece ittt eene e rerarsssas 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 fun
* Broken fan helt




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

A ATeNt SPACE s T T R e 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").

5c¢. 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....oocoeeeeeiiiiesrcennn, 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

UNder CONSIARTAION (1vvvivvivirctccire e sisesi e rer e enarensesesasrssrresssd 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 persen (22¢) to the recommended

JEVEIS 11 TABIE T eovovvooeovvvoocsvcomsososss s esse s eseserecesane 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 reconinighded levelg i Talle | s nspssmnnamn O @ O

NOTES
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Instructions

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

Keep the
Background
Information and
make a copy of
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: ‘// /":_/M/L-? }/ { /(, /M'

3-4-25

1. OUTDOOR AIR INTAKES

la. Marked locations of all cutdoor air intakes on a small floor plan (for Yes No N/A
example; a fire eseape:floarplan)i s

1b. Ensured that the ventilation system was on and operating in “occupied”

DO G somin s miins i s mpsss e A S SR S B A A AR A EmrsEFe @ O O

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

T COVETS wosswrins eswsasaaisnad o v sa oo T T S T S TR e i e @ O O

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an iMtake) ..........cccccueivnieinceiniensssennssesnsied ® O O

ACTIVITY 2: POLLUTANT SOURCES

le. Checked ground-level intakes for pollutant sources (dumpsters, loading
docks, and bus-1dling areas) ........coecviiiiiiiier i

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

air-conditioning COOLINE tOWETS) ....vviveviviieiriieeiercieees s @ O O

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

2b. Shut off ventilation system fans while replacing filters (prevents dirt from
1ol o) ot alibugindc i oozt 1o ) NS ————

2¢. Vacuumed filter areas before installing new filters.......coovvvieevviiiesereeennnn) @ O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

L T L T — @ 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

e L 1 R O O
2g. Cleaned drain PAnS ..ot o O 8

2h. Checked drain pans for mold and mildew ..o (o) O

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

2k. Ensured that ducts are CLEATM vovviveie et eseee s e ese et et 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) .....ooivininnn @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ............coocoveveeeenn.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 L T II . @ 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 .......cccoceeiiiinn O O
3h. Checked that the fine dryer prevents moisture buildup v.o.ovcevevceiircianc.n 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 TA1KY oot st evenees e s es et O O @

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

level (no leakage or ODSIIUCHONS) ..ov.eviirerivcreiee et 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

L T SN @ O O

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

of shutting off appropriate ait handler ... O @ O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler {5 turned on o) O

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

thermostat is et 10 85°F L. 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 not move, confirmed the following items:
¢« The damper actuator links to the damper shaft, and any linkage set
serewsiorbolts are HEht s s 5 S eboaneresnssnenormsasasssogsns) 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 correctly) .. O @ O

Proceed to Activities 13--16 if the dumper seems 1o be operating properly,

ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls (for automatic reset only) to test continuity
ACEESEACIITIIIRLE s steonsssmsmsanmesss on s s s oo A P 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

TTLIDEIOHD) s smonanosmmososssesse s i S o T TS O O

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

AUTOMALIC TESCE TECZE-SIATS ..oviiiis ittt e eees e O @ O

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

ACTIVITY 14: MIXED AIR THERMOSTATS

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

T R e A U O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than:the roonvthermostat:setiing umresis e reamammmnisa @ O O

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

10CaL PIACHICES c1vviee it s s e e ee et eeerarens) 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 evcie 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 ...overeeee et O O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between rooms and corridors are funCHOMING ..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 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

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

biackboards or displays, bookshelves) that could block movement of

air in the room, especially those blocking air Vents ...oovecicvevcincveirieree | @ O O
4h. Ensured that unit ventilators are quict enough to accommodate classroom

activities @ O O

4i. Ensured that classrooms are free of uncomfortable drafis produced by air
00 SUEEY TSR NALS s o e R AR T @ O O

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiltration of outdoor polliutants, 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) coeveiirirrreereieeeec e en e enss et st o) 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 contaminanis from areas such as bathrooms, kitchens,
and labs by keeping them under negative pressure (as compared to surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

AT CE TS BIATES oz s onsinsn sisseat oo s sl SR i A Py e 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

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.........coeviiniinnn O

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

0a. Measured the quantity of outdoor air supplied (22a) to each ventilation

UL s s o B A A RS L AR A A TS E AR O @ O

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

o170 5 a3 o el e 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

JEVEIS 11 TEBIE 1 .oeveeeeoeeeoreosososioessseseseseessesesesesoseseseses s seesssssessssssssssesssarsnaess 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

Yeliosi: Griswold Middle School
RTU_1

Unit Ventilator/AHU No:

P2
o=~

D Room or Area: LME Mate Completed: 3-4-25
Signature: maa
nstructions

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 eseape floor plat) s s s il (e) O O
2 K i 1b. Ensured that the ventilation system was on and operating in “occupied™ @ O O

M € oot bas s bt
Background mece

Information and

make a copy of ACTIVITY 1: OBSTRUCTIONS

this checklist for te. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
each ventilation . IO!' CO‘\{CT{S ........... d ............................ ( f ......... df ........ B O O
iti ol, . Installed corrective devices as necessary {e.g., if snowdrifts or leaves
:2 '\,tvggya?; seho frequently block an intake) ......cccooeveo. Y ...... g .................................................. O O
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
3. Complete the le. Checked ground-level intakes for pollutant sources (dumpsters, loading
Checklist. docksndbussidiing FEaY) comenpmmmmm e 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
:”0'" or ., air-conditioning cOOlMZ OWETS) .ovurvvriererrnseesersse s s ® O O
bgitbaer?s?ggaezifh lg. Rcsolved any problems with poliutant sources located near outdoor air
iterm. (A “no” mtakes (e.g., relocated dumpster or extended exhaust pipe} oo @ O O
response
requires further ACTIVITY 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 ..................... 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..oooveiiiveeieeieecv e O O
portion of this 2Zb. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the bl ot OWRSITE I o o e T e S om e O O
IAQ Coordinator. 2c. Vacuumed filter arcas before installing new FIlters......o.oooovoivioveionied O O

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

grguiid] Tl FITEET v o S A Iy o lennsmmssnsrnsas] @ 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

{2010 7)1 {31115 ) (SRRSO P — O O
2g. Cleaned draifl PANS .ottt cee e en e e O O
2h. Checked drain pans for mold and mildew ... (¢) O O

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean .........cooovvvveevirieneeeenn) @ 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 ..o % O 8

2k. Ensured that ducts are CIEAN voovio e s resressesseeeeeseereeess et ess e

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 ..o @ O O

3. CONTROLS FOR OUTDOOR AIR SUPPLY

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

TP QEBIMIATIES covcormms st oo s s SR w8 S ST I s T T S S T @ O O

ACTIVITY 9: CONTROLS INFORMATION
3c. Obtained and reviewed alf design inside/outside temperature and humidity
requirements, controls specifications, as-built mechanical drawings,
and controls operations manuals (often uniquely designed) ......ooceveiininn @ 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

e AREC RS wvmormmmmina s O R R R @ 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 ..ooooeirrniicieieninnnn) 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

leveliino feakageirabSIMUEHONS) sowvmmmnmm i 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

TOWIRSPRETION cuuuiasnommssosersvesorseviasssvs soves e iy e ey RS Py 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 .....ooovvvvvcveeciiinn, @ 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........ocoi oo O O
3o. Checked that the outdeor air damper opens (at least partially with no delay)

when thewir Handler IS UriEl 0N wemm s S i S el O O

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

thermostat is SEt 10 85%F ......civiimermrirmirsccnammmmeimssmisissssssensesessivensd 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 $8£10 45°F wiiiiicini e d 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 Dolts Are HENY v s e e rrsmesn e res] O O
*  Moving parts are free of impediments (e.g., rust, COIroSion) ........c.cco.....! 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 COTTECLY) .o O O
Praceed 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

BCTOSE TOBIMIIALS recumnmessmes e o s s s s s e S S S TS 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

| O O

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

AUTOIMALIC TESEE TTEEZESIALS ...viriiriieiinr ittt eeeee e eeere e sees) 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

EIAET B5P B it il s nssssnsnnses sensson sinsntosansmassnsssssssmessamsnneses measasitn e o ems ponss i O O

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

thanrthe roonthermostat SERING s i) O O

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

10CA1 PTACHICES 111vieviviiii i et ereeeeeees e vae st errr et ssnns e st e sreseesrereenersneses ] 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 wir 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) ......cooviiiicciciinicn.d 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

PETTOITT ASIFEOUHIE vncocsscovensvsmsrmsssserenss sexsisssrv et st memsss oy e T O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning .....cccovveeereeninnrorsienimeenns O 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 o operdble WIndOWS) . i s R R @ O O
4d. Ensured that supply and return vents are open and unblocked ...o.oooevvvvennnn... 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

aln SUPPIN 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

blackbeards or dispiays, bookshelves) that could block movement of

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

10 T U R | O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
fromesupply teeminals oo R S esssantons] 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 ducrwork
» Undersized or improperly installed fan
* 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

B A T B rspomvimmy e oo e 55 A AR 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 infake ... 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......ovniiniin @ 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

EU I vy v 554 4 R R P R Y S o A O O

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

Under CONSIAREALION .o vvei e 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 (22c) to the recommended

TEVELS T TABIC T, .. oo sssmeremsasans snssmmsanesane s ST S T P 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 tevelsin Table b mnmimmmmearns s O @ O

NOTES







Ventilation Checklist

Thomas Verville

Name:
School: 1 homas Verville
Unit Ventilator/ AHU No: RTU_2
Room or Area: Auditorium Date Completed: 3-4-25
Signature: Z%ﬁm MW&%
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
il b example, a fire escape floor plan) ..o v

1b. Ensured that the ventilation system was on and operating in “occupied”

2. Keep the IIHOAR .ottt e e et b et ensareses s sserer et seasd ® O O

Background
Information and

ke & Gopy of ACTIVITY 1: OBSTRUCTIONS

this checklist for le. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,
each ventilation T T s o B D 0 mm st st s S A8 1 A 8 AT R A O O
unit in your school, ld. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
as well as a frequently blogkean INTAKET «.oe s s s sz 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 O
" If. Checked rooftep intakes for pollutant sources (plumbing vents; kitchen,
* Eheclk the “yes, toilet, or laboratory exhaust fans; puddles; and mist from
“no,” or ., air-conditioning COOlNE tOWETS) ..vv.rieriimreerimmiiniiirisneoeeoeseeerse oo O O
not 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) oo @ 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 n— ti. Confirmed that outdoor air is entering the intake appropriately .................... @ O O
inthe "Notes”
section as 2. SYSTEM CLEANL[NESS
RSl Vi ACTIVITY 4: AIR FILTERS
4. Return the checklist Za. Replaced fifterspermaintensnvesclietule wuawmmmnorgospamsmsnapsg ® O O
portion of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the BIOWING AOWNSETEAMY ..........oooooee oo seeceseeeveeeemesersessseeeeeeeeeeeesesesersssssesessrsones O O
IAQ Coordinator. 2¢. Vacuumed filter areas before installing new filters ... © O O

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

around) the air fIer ...t O O
O

2Ze. 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
ACCUMBIAKINZ) 11viiieciiie e vt s sttt es e esee e O O

AR |0 R RIS —— )

2h. Checked drain pans for mold and mMildew ..o oeeoeeoeesooeeoeooo o O

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ........covviivvieeeeee, @ 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 ......c..oovvvviniiereeeeee e % O 8

2k. Ensured that ducts are CIEAN ..ot s s e e 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 produets; and sUPPHES...mmmmmmmrassmoreames 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 OCCUPANES ..ottt @ 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 eperations manuals (often uniquely designed) ool @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct poOsition e, 8 O %
Je. Sebtimeiclocksapproplialely v s smmi s

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

NIGHYWECKEIA USL) 11veieiiriirieiese ettt oo ce et et er s e irerenerenn 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 .....ccovvvicinin 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

blesstowntheank i cmsn s T ST O O @

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

level (no leakage or obStIUCHIONS) (.oooiiiiiiniiii 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 INSPECHION 11ttt et ea 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 ........ococov vl 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 ... i) 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. Ifin heating mode, checked that the outdoor air damper goes to its
minimum position (without compietely closing) when the room

EhermostaAlISTRelo BEIF omirimmimisssmeoso o e R T 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 t0 45°F ...ooooiiiniiinicnrennnnnnd] O (® O

3r. If the outdoor air damper does not move, confirmed the following items:
* The damper actuator finks to the damper shaft, and any linkage set

SCIEWS OF OIS A€ tIENE oottt erae O @ O

*  Moving parts are {ree of impediments (e.g., rust, COTTOSION) ..o 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
logationgcalibratediconeetly). o awnommmmmimssmmsrammmy s 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

ACTOSSHETEMAlS s erpa s T T T S R T e 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 O @ O

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

automatic reset freeZe-Stats ..o 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

T T T s s st o G S RSSO A O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
thiatihe toomtheriostat Settifig e s m s b b and @ O O

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

10CR] PIACTICES 1vvivvveiisieiiireesires st cee e ce e sn st e eens e e een et ann s s 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........... OO0

NOTE: Economizers use varying amounts of cool outdoor air 1o 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) .......cooovmreiicieiiciiiinn 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

PETTOFN A5 FEGUETE. .vevor . conssmasnmorssiessossnabss s ssomeesso s 458w o165 5t ST O O

4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUNCHONING ..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

systermaroperalile WATIIOWST oo i o e s i e O O
4d. Ensured that supply and return vents are open and unblocked ....ooovevvveeee, @ O O

NOTE: If outlets have been blocked intentionally to corvect 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 SIPDIY ocvvccvmi vermmmmiey e o oy 5 8 S s S BT T TSR o T n s 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 encugh to accommodate classroom

LTI P————— DS U @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
{from SUpplY erinal Sl asnimrams s L R s ey @ 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 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,

oot JoIntS DIPEROPICIINEES e cmmmsmssantass sr srmmmmiin e B e PSS T 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

L E LT O U — 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 ....ooccoviiveecreiviineen 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 ......cviviincnirenns 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 cutdoor air supplied (22a) to each ventilation

e e e e O @ O

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

under gonsideration s s e T S T R (e 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

e o . O ® O
Ge. 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 1 ..o O O

NOTES
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Instructions

. Read the IAQ
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

Thomas Verville

School: Griswold Middle School

Unit Ventilato/ AHU No: "1 Y3
3rd foor builidng b .

homaa wervele

Name:

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
example, @fire ecupe o0 PR e s N e mon Homsamn ]

1b. Ensured that the ventilation system was on and operating in “occupied”

EEVOTEE 1 oo s s o 5 5 A S T S @ O O

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

O N S o S o P B e A P S e Y s mattn mar @ O O

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently Block an iBtaKe) .o e @ O O

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

docks, and bug i EIEas e s e e T e O O
If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

air-conditioning COONNE tOWEIS) ..o iiviiiris e en e @ 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
1. Confirmed that cutdoor 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 dOWESRAI e R e U R B r saentlee B rapeasnsped O O
2c. Vacuumed filter arcas before installing new filters ..o .. O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

AT A T e IR B oo pysstass st s tas e O O

2c. 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
ACCIIIUTATING) wovbrmvunss s ooy e Tes T S0 TV S S TS TS e

2g. Cleaned drain Pans ... st (o) O

2h. ‘Checked drain pans for mold and WIdew s sammiesssmims s () 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-handiig unit(s) or unit ventilator

{air-mixing chamber and fan blades) 1s clean .....cocviveeiiiiiiiicieiie e, O 8

2k. Ensured that dUCS 8T8 CIERIL .iviveieeeioeeeceeee e e s s eeeeseeseeeessessos s et rtotes 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 sUPPlEs . ..., 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 OCCNIATIUS s s om0 08 150 3 SRR g bnm s s s st e 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 ... veevcennand 8 O @
Je. Set time clocks appropriately oo e

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

fightiweekent USEF e s s a0 o S i s frsnsereranrspasnsed @ 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 ........ccococvevrnend 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) 1o ettt eees st s esre s e erest e s eassarearssanad O O

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

leweli{16 leakapei OrpbSEIuOHITNG) s s s A s sanssnssmsssssn] 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

Tok INBPECHON v A T R fmemsmosatn ryssmnes s e @ O O
3m. Ensured that air temperature in the indoor arca(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 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
3o. Checked that the outdoor air damper opens (at least partially with no delay)

when the air handler is fINEd 011 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

thermostatig settn 85°F i s i iiitaiismm s snssntsenyspiasasnssssspmsons) 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. 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 DOIES Are TIEHE ..o e O @ O
¢ Moving parts are free of impediments (e.g., ISt COITOSION) oo 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 Correctly) ..ot e s 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 LEIMINAS wovivitiiiiiiiiiiic b 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

DD s B e R O @ O

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

AULOIMALIC TESEL FIEZE-SHALS veiiiasvssscrviirsiis st o svesreesissss sssonevs arosisssterasage 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

ENBTIIE S . somrsmmomassisasor s s o A PR P e i e @ O O

3w. Ensured that the mixed air stat for cooling mode is set no jower
than the room thermostat SEHITE ..o o] @ O O

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

lopal PrACHEES susmemmn e G S 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 types of economizers, dry-bulb and enthalpy.
Diy-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) ....ococoreneiriiieceos e 4

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

PEHFOIM 88 FEQUITE evnrvr o verncrsmsmmon rveimsusssons e o e s vaaseceeisss o O O

4b. Ensured that passive gravity relief ventilation systems and transfer grilies
between rooms and corridors are functioning .......cccovccvevneeeeneiecennnd 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

systemzaroperable WINdOWS) w e s ) O 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 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 SUPPIN v pusgre s s B P S R T T R S B 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 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

BCHIVIEICE L.t vren e e sesre e st e reerenras e @ O O

41, Ensured that classrooms are free of uncomfortable drafis produced by air
fromm supply EEMINAlS wommmremarm T S R 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 grilie(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
v Undersized or improperly installed fun
v 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

L L w———— 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 "),

Sc. 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........ccceevvviier i, . 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 supptied (22a) to each ventilation

T —— O @ O

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

under Consideration .......viiiicii e 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

levels in Table o, O @ O
te. Corrected problems with ventilation units that supplied inadequate

quantities of cutdoor air to ensure that outdoor air quantities (22¢) meet
therecommended levelsan Table L wmampnamnsssmsnasmpmaimum O 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

School: Griswold Middle Schoaol

Unit Ventilator/AHU No: 31 U_4
Ralsng 2ng flaa Date Completed:

Ghomaa wernidle

Name:

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 1007 PIAN) .. () O O

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

L T — O O

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

(O NI oot e o D P e @ O O

1d. [nstalled 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

AGCKS,And BussidIiNG BERAS Y. s s AT S5 @ O O
1f. Checked rooftop intakes for pollutant sources {plumbing vents; kitchen,

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

alr-conditioning cOOILE tOWEIS) .voviiieiiireecierii v e e O O

lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) ...ovvvcvciiriieenind] @ 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 ... ivin. ) 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

bl ety o TS BN Yoo masmenmess e e e b R A B PO U ST SRS 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

L ROLT R 0 ot g D e SO U S 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
ol b e SR |

28 A1 CATG RO IS e mmomasssssisnsinanssssmssmses s T R S PSR () O

2h. Checked drain pans for mold and mildew ........c..coocverernereneconssinseereeeneeen. © 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
®

k. Ensured-that duets areiclenn s nmmommnmeomsmmemsmmrmmss 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 partially open (minimum position) ...... @ O O
3b. Ensured that minimum position provides adequate outdoor air

FOT OCCUPANTS ..ot @ 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. BebtimeicloekeapnronHately s rmnm s R

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

DIGHHWEBKENA USE) 1oiviiiiii ittt st eee e eear 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) SSUNG oo, O O
3h. Checked that the line dryer prevents moisture buildup ..ooovevevvvvveiiend

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

Blo e e et ks i o T sl O o @

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

level (no feakage or 0bSITUCHONSY (vt O O

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

FOT INSPECIION 11ttt @ O O

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

NOTE: It is necessary fo ensure that the damper is operating properly and within the normal
range lo 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 ..ot O O
30. Checked that the outdoor air damper opens (at least partially with no delay)

when the air handier is turned on .o O O

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

Hiermostatis Settni85°F s s i r i s hanthbensannssssinnsnssss ns togd 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 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
SCFEWS OF BOIES A8 TIZNE ouiiiiiie e cacnre 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, caitbiated EOMEEtY s nu s i e s sttt @ O O

Proceed fo Activities 13--10 if the damper seems to be operating properiy,

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

ACTOES FOTTRI AL i e e S e mne g s ssninan aro e s e e e et e aa @ O O

OR

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

T D s cyssen ey D ST i 1 st 0 2 At w8t O O

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

AULOMNALIC TS TEEZE-STALS ..oertiviieeee et eses s vee et e aend @ O O

NOTE: HVAC systems with water cotls need protection from the cold. The freeze-stat may
close the outdoor air damper and disconnect the supply air when tripped. The typical trip
range is 353°F o 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

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

(17020 0 DR O O

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

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

looalipraTHiORS wrsmms v o o R S 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 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) ...

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

DerfainT B8 T Te s meoms e P RO s o msss ettt O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between roomsand corridorsare FUnCHoniE . onimmsisamammmmmsismssid O @ O

NOTE. If ventilation svstem 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 O O
4d. Ensured that supply and return vents are open and unblocked .......ocoooooein00 @ O O

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

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

HIT SUPPLY 1ottt ittt s st O @ O

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

and-population Changest ey 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

OV ovvismmssuvsssvmassasesiissvessvmises oy Sy P T Gy S S @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
from supply terminials ... @ 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 P P O P HITIEG) o s R s ot et b 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
» 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

Eli i U 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 ..o 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 ... @ 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 outdeor air supplied (22a) to each ventiiation

e b e e e e e O O

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

UNOEE CONSIACTAIOE seouerursssussn s o S B s emamssnsmpasssntmers 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 O

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

levels D Table | g o B S S S marsnsasssssd 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 1o, O O

NOTES
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Ventilation Checklist

Thomas Verville
Griswold Middle School

Unit Ventilato/AHU No; N1 U..5
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 O
1b. Ensured that the ventilation system was on and operating in “occupied”

TR YES B o A e e e B e e e e O O

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

OF COVETS 1eitirhiitibiameiee st iee e st ere et s eane e sn e etesbssseeabe s esbssoemsmensesnenerseensn sentnenereos) @ O O

1d. Installed corrective devices as necessary {e.g., il snowdrifts or leaves

Trequently black andntalie] . gasmsmasms] O O

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

docks, and bus-idling areas) ..o @ O O

If. Checked rooftop intakes for pellutant sources {plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddies; and mist from

aitsconditioningicooling TOWENS) s s s s e @ O O
lg. Resolved any problems with poliutant sources located near outdoor air

intakes (e.g., relecated dumpster or extended exhaust pipe) ..o

ACTIVITY 3: AIRFLOW
1h. Obtained chemical smoke (or a small piece of tissue paper or light plastic) .. O O

ONON®,

1i. Confirmed that outdoor air is entering the intake approptiately ....................

2. SYSTEM CLEANLINESS

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

BIOWINE GOWINSITEANT) 1.ttt eeeescae oottt ten s sesd 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

around) the aIr FIler.....oo ] O O
J

2e. Confirmed proper installation of filters (correct direction for airfiow).......... @ 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
ACCUMMUIBTIRE} oiiiiiin ettt e en et en s

2g. Cleaned draiil PANS ..o esse st s e esoeseeess s s ) O

2h. Checked drain pans for mold and mildew ... (o) O
ACTIVITY 6: COILS

2i, Ensured that heating and cooling coils are ¢lean .....ocoovviiievveeniieeceeeereeen, 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 e ecrsr e @ O
2k. Ensured that ducts are GIEAN ..o et b e @ 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 suppliesi.ccwmmammmmymmn s aes @ 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

FOI OCOUPATIS oottt ettt @ 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 ... O O %

Je. Sebtimerciocks. appropRlaiely s s @ O
3f. Ensured that settings fit the actual schedule of building use (including

THEHYWEEKENE LISEY 11viiiiteiri ittt ves e s e e e st ensasesraebe 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 line dryer prevents moisture buildup v O O
3i. Replaced control system filters at the compressor inlet based on the
compressor manufacturer’s recommendation (for example, when you

 Fetre 30 oI £ (S ] ) SR U O | 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 .....cocoeeeviennn. O O
31. Ensured that the recirculating relief and/or exhaust dampers are visible

FOT INSPEOTION Looviviiieiieiii e eme e st e s sttt en s et s s ens ram 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 ... O

NOTE: [t 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 @ O

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

thermMOSEAtISSeEE B9 o i e B TS R AT 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 to 45F oo O @ O
3r. Ifthe outdoor air damper does not move, confirmed the following items:
* The damper actuator iinks to the damper shaft, and any linkage set
SCIews OF Bolts Are tHEhE 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
logation, calibisted eomesth i craanmnoremeem e 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

HEEUSE MRS s s S s e R 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 BB Vo A R T T R S R ] O @ O

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

AULOMALIG FESCt FrEeZE-StALS ...ociiiiiiri ettt ee 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 T — @ O O

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

than thetaom thermostat setting sopurunsmnnmerE s EE ] @ O O

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

L ] A B it o vt 0 T SR B s @ O O

NOTE: The din~-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. FEconomizers 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.
Diy-bulb economizers vary the amount of outdoor air based on outdoor temperative,
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 ———— 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) ... 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 corvrniermvme it s ettt beb e aand O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and-population ChanEEsierewwmmsmmmarmssmmsamR s ST 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

B VIDLE Shcrvervesrmins svenmae o e S S O R B R S TS R O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air

from sUpPly terMINALS oo e e @ O O

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE. To prevent infiltration of outdoor pollutants, 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 holes in exterior wall (for example,

floor joints, pipe opcnsngs)o @ O

5. EXHAUST SYSTEMS

ACTIVITY 19: EXHAUST FAN OPERATION
Sa. Checked {using chemical smoeke) 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 spuaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

) O b S S s oo T e T P e e e I 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 ... 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....cocooeeee e, 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

TTAL s resaron smsvon sy more s S R S e P S e P S O @ O

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

UNAET CONSIARTAIION .ottt e st et st 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

Vel B TRV 1o st s s i B A B O @ O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22c¢) meet
theirecommended levels ii Table loamunummnmmmmmnrmmarasmisss s O @ O

NOTES
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Ventilation Checklist

Thomas Verville

School:  Griswold Middle School

Unit Ventilato/AHU No: 148
1st floor b building Bate Gampleteds 3-11-25

hemaae vernels

Name:

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
example, a fire escape floor PIAnY oo
Ib. Ensured that the ventilation system was on and operating in “occupied”

T @ O O

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

2 oL IR P ————— L @ O O

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

frequently Block an iItAKE) ..ovveviieiiisiieieceeceeeee oo @ O O

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

docks, and bus-idlNg a18a8) ... i) O O

If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or faboratory exhaust fans; puddles; and mist from

AIr-condiioning COOlNE TOWETS) ccuvvviimuivirieiisec e een s @ O O
lg. Resolved any problems with pollutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust pipe) v..ooo.vvvernrnnnn ) @ 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 ........c.coovooeeonoiorcre oo O O

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

HIOWING dOWNSITEANM) 1...ovvveeecerrrenssesiescna e e cesise e er st @ O O
2c. Vacuumed filter arcas before installing new FIlters ..o @ O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

e D R ] R S @ 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 NJ/A
HCCUTIUTATIIE) oo 0555 00000 b naihansosmsrnnstsn o s enmung ssess msassnsa omsgesras osasessnssaners)

2g. Cleaned drain Pans ...t o O

2h. Checked drain pans for mold and mildew ........oo.oooovovveereeeeeoeeee e o O
ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are clean ........o.ooooooeeiceivcvnveird 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 ) % O 8

2k, Ensured that ducts are CIERI v e e vt 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,
chemicgl products, and suppHEs..onsmammmmmemmressmRa @ 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 OCCUPANTS 1. oviiiiiiiiic it e bbb en e @ 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 .........oeeeeceeieeenn.d O O
de. Setiimereloelsapnropialelyc. s e B @ O

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

NIgh/WeRKend USE) (oo 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 ........oocoovccvrienn.
3h. Checked that the line dryer prevents moisture buildup ....ocoooevivivivviinoren 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 B1K) 1ovvvvvvvvos et OO0 @

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

fevel (no leakage or ODSITUCTIONS) wouvviviiruricieereeciee e 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 visible

fOr INSPECHON Loiriiiiiiniciiccis e e a1 O O
3m. Ensured that air temperature in the indoor area(s) served by each

outdoor air damper is within the normal operating range .......cocovvvvveeeeernnnd @ 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..........oooviviiiii e O O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
whenthe alr Dandler IEtirned O sueemmaivemiimsmmssimmim i siii oy s Ban e easel @ 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 56t 10 85T ..o et 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 15 82t 10 45°F v 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 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......{) (&) O

+ 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 properly.

ACTIVITY 13: FREEZE STATS
3s. Disconnected power to controls (for automatic reset only) to test continuity
BETOESHORININANG . o omussommnessmss s s o e B8 TN BN SRV 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

ETARIIOELE oot s 55 i B S SRS O @ O

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

AULOIMALIC TESEE fIREZE-SEALS ...oovviiiiiii et 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

TR - g —— O O

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

than'the'room thermostat SERIE s O O

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

LOCAL PTACHICES vviicvviis et e e e a e ee et et eeneenereseravean 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/relief air, and recirculated air), per the design specificatio:ls...........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 wir 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)..........cooouvrricicisiieeernn. 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 ..ovnirieieciieccrrrcermreresr s @ O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUncHONME ...oovvvieieirvoninir 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 WIndOWSs) ..ot e @ O O
4d, Ensuted 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

AP s meversiovssscos emmrrsasssinves swssiss e ey S e oSV T 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 @ O O
4h, Ensured that unit ventilators are quiet enough to accommodate classroom

B OB sy s S T TS Mo s ess st sy s AR s S s S e sosmes @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
fronrsupply-teErunalS e 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:
» [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 (us compared to surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

A R T S B IOT om0 T A0, e B g s 0 TS A SRR 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”).

5Sc. 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.......covveveiieeeninnnn @ 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

BTG sy P e S B A S B e omsnssmossntnnss O O

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

UNAer CONSIAEIAION ...coveci e 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

TEVELS U THBIE 1 oo imsmommamnmmmmsssonsessamsmssssassvorsasssvsramsssasassessmssmisissess st O O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
the recortiistided levels T Table 1 o imasm s it isomassssansssssns 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,
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.

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

Ventilation Checklist

Name: 1 homas Verville

School: Griswold Middle School
rtu-7

Unit Ventilator/AHU No:

Room or Area: 9YM 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,iafiveeseapeloorplan s s

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

D O s o L T b ap s e a8 o4 2 £ S A i e e P A gt O O

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

T VIR v e s B R T R D S N @ 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

thogks, and bustdling areaso s ) @ O O
1f. Checled roofiop intakes for pollutant sources (plumbing vents; kitchen,

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

air-conditioning COOLME tOWETS) ....ovirieririreieieieeeeeeeeeeeee e e eennd @ 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
1h. Obtainred 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

blowing:downSIrBan v . s e o e S O O
2¢. Vacuumed filter areas before installing new filters...oveciocc e O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

arpund) thembr et sornammmmmanm s s ey 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

ACCUMUIALING) (oiiiviiiiii et s st t s eerened O O
Zg. Cloaned el pams oo i ST @ 8

2h. Checked drain pans for mold and mildew ...........ooooooroivovoooorooeoeeosecreeerereond e O

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ...........ocoivciiinniceniiiianenns @ 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 .o, O O
2k, BEnsured that ducts are CIamn ...viiivie st eeare e st

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 praduets, and supplasic 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 @ 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) ...........cccooorernn.) @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct pOSItion ..o..oivivoveoveeeevceens: 8
3e. Settimeclocks.appropriatelyi. commmimessm e i i

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

NI WECKETIE USE) 1ovvveiiiiieiciiiiriias et s e erees e eeeaer e s eses s evasesnaea @ 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) Sttng ..o 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

blowsdown thetankl. s mase sy s e i S R O O @

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

level (o leakage or ODSIUCHONS) wooviviiiirriie 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 refief and/or exhaust dampers are visible

FOT INSPECHION 11uruiiietircsce e st rd 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 ensuve that the damper is operating properly and within the normal
range 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 ro delay)
whien theair handler TG mrBe N s enmssmm s s 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 15 SEL 10 83%F oot 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 v 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

ol e o ot e o T O @ O
® Q

*  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 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

e S e r S e i R R R T S 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

11751 ) R S ——— O @ O

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

automatic TeSet Treeze-StatS ..ottt er 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 35°F to 42°FK

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

L R B T 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

10€A] PrACHCES it et et 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.ocvviiiienivoiniree e

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

PEtorth A eqUITEt s i e ST enrnsssnasayassd O
4b, Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ........ccoevvevereiris e @ 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

systein or operable WINAOWS) .occoe oottt nean) @ O O

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

NOTE: If outlets have been blocked intentionally 1o 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 ettt st en st seen) O O

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

andipopulation Chatesiammmmsrmaemspe 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

41, 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 other cracks and holes in exterior wall (for example,

floor joTts, PIPE OPENINES] e o s R b nar bas s asaras 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 fun
* Broken fan belt




5. EXHAUST SYSTEMS (continued)

ACTIVITY 26: 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 LIS o1ttt S PR A SR80 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 ........ocoooovreeeeeeen. 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........cocooovieicinnns @ 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

L R R S S S O @ O

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

WHEEE OISR Ot sumon i 0 s S B T S asensanssaspassnasssmmss anan 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

lessels 10 TabIE | swmesnmmms o s o A S s mmsetstsnmsss O O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ¢nsure that outdoor air quantities (22¢) meet
the recommended levels in Table T @ O

NOTES







1.

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,
aswell 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:

School:  Griswold Middle School

Unit Ventilator/AHU No; ru-8

Room or Area: Y™ Date Completed: 511729

Homaa vaerwdle

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 PlAR) e
1b. Ensured that the ventilation system was on and operating in “occupicd”

T G O e —— O O

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

B O T s Tt B s s AR £ A B I AR AR S AT @ O O

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

Freaquentlyblovk 2nimakE] oo A @ O O

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

docks, and bus-idling areas} ... s snnsd @ O O
1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

airzcandifioning cooHng TOWEES) v s e @ O O
Ig. Resolved any problems with pollutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust pipe) c...ooooeveivivenn.n @ O O

ACTIVITY 3: AIRFLOW
th. Obtained chemical smoeke (or a small piece of tissue paper or light plastic) @ O O
li. Confirmed that outdoor air is entering the intake appropriately .....ococeoeeeir..! @ O O

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
2a. Replacedtilters'permainteriance schedule wivmsimmmmmenspssnan @ O O

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

BLOWING AOWISETBAMY 1rovveviviereier e eeee e se et ereee e seen e @ O O
2¢. Vacuumed filter areas before installing new fIlers .o d O O

2d. Confirmed proper fit of filters to prevent air from bypassing (flowing
Around) the air FIIEET .ot sreed @ 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
T A T morm s o s e A o A A o e

2g. Cleaned drain PANS ....v.ve..v.ceeeriveeerereseeeeserereresoessseess s st sses s s seeses e eee s ® O

2h. Checked drain pans for mold and mildew ..........c.o.ociivioevvccersonssvesesnesenen © O
ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are €lean .......oovoooeceeeiereonierarennd @ 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 .......cc.ocoveiiveeecce e O 8

2k, Ensured that ducts are CIBAN ..ovvvicoviieeeieee e ev st st ae 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 ..ovovevrreieeicce 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 1vvisiitii sttt s e s e s sssb st abn bt e bbb erer st e 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) .ol @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position .......c.cccevuvevioinnns! 8 O 8
3e. Settime clocks approprizfely oo e

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

MEENTAWEEKEIA USEY Loiiiiiiiiiiviiriis ettt eeeeeeeneneeereseeed @ 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) seHing ....ccocorvrievvrninnnnd 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 doWn the TANKY ..ottt et e rer s s e O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or 0bSIIUCHONS) wovviiiiciiieccc e s, O O @

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

DO THSPREHIOH 5isitittiiistbenmmmmessommsrsnssmsonss ssvonsspssensusssossasss wessss mngrassssumsesEassomnas O o

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

NOTE: It is necessary fo ensure that the damper is operating property 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 ait handler ... e e O @ O
3o. Checked that the outdoor air damper opens (at least partially with no delay)

when the air handler I8 TUMed 0N 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

EhermostabIsisElEln SOPE o mensmmsmmmrims s s S P A 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 et £0 45°F .covvvvrvnreineievenccienionn. el 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 are tight O @ O
+  Moving parts are free of impediments (e.g., rust, corrosion) .........cov..... 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, calibrabedenmmali cumwanseumamesnsmsmmssmmy o O @ O

Proceed fo 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

ACEOSS VETTIMELS covsosevmsvsesvavay srer i R T e P S S 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

PEIPEH) onimsmsmmmscirmmscos e o £ P SRR O O @ O

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

AULOMAIC FESEt TTERZE-STATS 1 vvictevee it e e e rere et aeneseanaees —— 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 tip
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 OO T UEY s ainsoms oo oo ot S 5 S AN B RS @ O O

3w. Ensured that the mixed air stat for coeling mode is set no lower
thanithe room thermoStat SERTNE: o s s T i s Brrerenad @ O O

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

F0CA] PIACTICES .ovvviirierevrrere ettt eee e e e en et aren 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/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-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 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 SatiSfIed) v iivimimviisinsimresi 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 FEqUITE s s rme s A s e memr emmcen g O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are funCONING ....cvvvvvcvceivciriieeeeee 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) 1viiiiciie e srs st eeeeeereenesrene O O
4d. Ensured that supply and return vents are open and unblocked ...ooooevene. ., @ O O

NOTE. If outlets have been blocked intentionally o 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 r e O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population ChanEes e S S T 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 encugh to accommodate classroom

BTN EIR 8 coercoe v cvsmammomie s e s vmss s s s 5 T S T B S P i @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
from supply terminals .......coiiccni 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 “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,

flooIrjoints, PIYe OPEMINEE) e s S S i oS spnsrararseararsansersac] 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).

3b. Checked (using chemical smoke} that air is drawn into the room from Yes No N/A

AAJACENE SPACES .11vcvisriesic it e e b O O

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

Sc. Ensured that air is flowing toward the exhaust intake ......ccocoeveeivivieneeeeen. 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

LTI oot bbbt n s O @ O

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

R O TS T TR IONT oo e i T B e S T 3 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

Levels ir Table fawomesmmusnmmsomspmms 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
the recommended levels in Table ..o, O O

NOTES







Ventilation Checklist

Thomas Verville

Name:
School:  Griswold Middie School
Unit Ventilator/AHU No: u-9
Room or Arca; |OCKET rooms Date Completed: 3-11-25
Somalies: Ghomaa werwedls
Instructions
1. Read the IAQ

Backgrounder and 1. OUTDOOR AIR INTAKES

the Background . _

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

this checklist, example, a fire escape floor PIAN) oo

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

2. Keep the Lt r T L S 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 ventilation QU ONCTES o mmmsmms oo oo s s s s #0085 0 A A S A W T S S L ST @ 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 I1KE) ..ot @ O O
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for pollutant sources (dumpsters, loading
% (éﬁl:cilg?sti B docks, and Bus-IAHNE 8rEAS) coviiiiiieeee et O O
. . 1f.  Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
* Elhecﬂk the “yes, toilet, or laboratory exhaust fans; puddles; and mist from
G ek 3 air-conditioning COOLINE LOWELS) ...uuvurverresriinisirirmsesssresssss st sessssss e sessesens) @ O O
Rk apphcable lg. Resolved any problems with pollutant sources located near outdoor air
POX besn?e e,?Ch intakes (e.g., relocated dumpster or extended exhaust pipe) ..o 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
. THEHE BArTERSHES 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 ...l @ O O
portion of this 2b. Shut off ventilation system fans while replacing filters {prevents dirt from
document to the BEOWING AOWIISIECAN) ...1oorovevevesssoo e eeseeseeseseneseeesceeeeseseeeeseereeeesseeeesenrs PEE
IAQ Coordinator. 2¢, Vacuumed filter areas before installing new filters...........ocooooeoeereeecreironan, O O

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

around) thesafrFillen oo s s O O

2e. Confirmed proper instaliation 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

ACCUTIILEATITIE] oottt e ne s ere ) O O
2g;. Cleaned:drain PanE . memmrs mmmrmmmems v s s s e s e e O O
® O O

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

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) 18 €lean ... % O 8

2k, Ensured that ducts are CLEAIT . ce e erea s asinasserasssreeessinaesd

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 supplesic auwmmmmmsmmmrsms 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 DCOUPANTS Lottt et ca 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 contrels operations manuals (oftien uniquely designed) ..o @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ......cceeeeereeeioreveenn. 8 O 8
36, Settimic el ook PrOPTIEEELY o e e s s S oS

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

BIEHY/WEEKEI UISEY woivviiiiiniiie ettt ce e em e 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 ...l 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

blanw dowiiHEanT) . s mwimrmn s stsss s e s e O O

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or 0bStructions) ... 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

S T et e i A TP R S A e O O

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

NOTE: [t 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

obshuttingzoffappropriaterair hantlet s s emammrnm 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 O
3p. Ifin heating mode, checked that the outdoor air damper goes to its

minimum position (without completely closing) when the room

EhermoSTARIssetiie B59F cumnammmmmompima s i s T 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 1S set to 45°F 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

STEEWS O BOIS 8re tHENT (oot e e O O
ON@)

* Moving parts are free of impediments {e.g., rust, corrosion} ..................)
+  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

lecation, calibrated correctly)e. cvummmmasmumaasmnmomsm s ne) 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

ACEOSTLETRINALS ccwsmmmmmsprms s o o P P 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

EEPPEU) 1 orvvcer e cvesossere e seeseosesst s ess s sssseeeeseseseer e sresesens O ®O

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

AUTOMAtic TESEL fECZE-SEALS ...oceirervcvceirereeir st st sene ) 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

S o e e e e e e e e O O

Iw. 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

10CAE PIACHICES «vvveeciiiiesiieti et ar et te e 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/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 No N/A
hours (even when room thermostat is satisfied) ..o....ooooviriiie 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
da. Ensured that supply and return air pathways in the existing ventilation system

DEETOTITE ASRBEEIEIE oo oeconsnsimssessse cpsms s T RS RSP O O

4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ... d 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

SYSECT BE QLA N AT OIS s scvrmssra s T TR B S R A @ O O
4d. Ensured that supply and return vents are open and unblocked .........co.oooovne. @ 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

BT SUPPIY s somemsvanr e R S e O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population Changes ...t 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 vents @ 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 CEEMINALS o osevesosmvaymmssasm s A s @ 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” cyele 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 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

AT ACEIIE SPIRGES s iswncwns srvmsssivn v sissawsss s s a8 e PR YA ST EORT R O ERE Y 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

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.....ccoeeiiiniciennnn, @ 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

BT RS v R 57 R S S O @ O

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

UG CONSIATATION ...ttt et en et 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

lesfels T Table Lis e w0 s 0 Pl B pamessssas nsrseasd O O
6e. Corrected problems with ventilation units that supplied inadequate

quaatities of outdoor air to ensure that cutdoor air quantities (22¢) meet
the recommended levels in Table 1. 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 varwnile

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 Pland ..o e O O
Ib. Ensured that the ventilation system was on and operating in “occupied”

T ———— @ O O

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

L T P O O

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

frequently block N IMEAKEY .o.coviivmmiimminiiiineesesersrsersessssessesmsesssessssssesssssesseeess) @ O O

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

docks, and bus-idling Qreas) ......oocveveeeeeoeeeoeeeeeee e @ O O
If. Checked rooftop intakes for pollutant sources {plumbing vents; kitchen,

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

aIr-conditioning CoOliNg tOWEIS) ..oivoinrivieeiineeeeeeeee e es s e @ O O
lg. Resolved any problems with potlutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust pipe) .........oeevre.n... ] @ 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 ........cco.oovovererconieoiereros O O
2b. Shut off ventilation system fans while replacing filters (prevents dirt from

DIOWING dOWNSLIEAMY ..oveieiieiiecsiiiscecie e st es s @ 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

ETINE A EIOE oo o200 G B R R TE csemsnsann] 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

ACCUINUTANNZY soomevmosyepsmnyorsm s T e R R R e s O o
2g. Cleaned Graifl PAMS oviieiirceireceieiis s et es e esssnesseseerenreriais (o) O
2h. Checked drain pans for mold and mildew ..o (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 elean ..., O
2k. Ensured that ducts are ClEan ...t recccesseecacineendd @

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 NPT Sy o S T P S 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) .ol O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position .......ooveeeiiincinnd! O O
3e. Set time clocks appropriately .oovv e s O

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

Mghtiweekend A88 ) nwiimommmminim s s T T 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 ......ccovvvveeiinnnn O O
3h. Checked that the line dryer prevents moisture buildup ......oooviiivviiiiinnn

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

blow down the tank) ... O O

3j. Set the line pressure at each thermostat and damper actuator at the proper
e it leakare OO BT b smaumnanmeneramerr s s O O

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

Ot IS EEh Ol wesure e S e @ O O

3Im. Ensured that air temperature in the indoor area(s) served by cach
outdoor air damper is within the normal operating range ...l @ 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 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 18 turned 00 .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

HEROSTATISSERRICE s mmsernmmnse s sommsms s s O @ O

3g. If in cooling mode, checked that the outdoor air damper goes to its minimam
position (without completely closing) when the room thermostat is set
to 60°F and mixed air thermostat is 8610 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
SEIEWs OF BOIES A8 HIZRE oo saene O @ O
+  Moving parts are free of impediments (e.g., rust, corrosion) ......coeceuee.on; 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 COITeCtly) .....ccoiiiniiiccecci s i) 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 TEIMUNALS oo s e R B 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

EEIPPRIL] concsonsas msmasamminvnimmsossnsissias b s s s R Y LB AT O @ O
3u. Assessed the feasibility of replacing all manual reset freeze-stats with

AUEOMAtiC TESCE fTBEZE-SEALS ....vieeriecriiis e s e em 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 35°F to 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

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

EHATE B5%F ... vovovvoersss s e ssssseesessessseeeeeeseesaessees s eseeeeese s eeeeeeees e, ORONO®)

Jw. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat settmg@ O O

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

10CAT PIACTICES vt ves s sb e ree s ees e 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

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 Yo assist with the cooling
load of the room or rooms. There are two types of econamizers, diy-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 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 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 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 fUNCHOMING 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

SHEE SRTRITR o cnnsomsmassomo oo o s S s e e O O
4f. Modified existing HVAC systems to incorporate any room or zone layout

Ao P HHOT CHATEE S e s s e 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 aif VENts .o @ 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 teImNAlS ..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"” cycle 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,

floor jOInts, PIPE OPENIIES) i vt v s sab e be ) @ 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, 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 (s compared to surrounding spaces).

5b. Checked {using chemical smoke) that air is drawn into the room from Yes No N/A

A ACEIIE SPBEES uwisurvnvsnn sesssosssnss s s v ssn s 50RO AT 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 .......ocooevvvie i, 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.......ocovcvvneceinennd @ O

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

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

oy e T O T e e B R e O O O

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

ander eonsIderatioN rrnmnmrmre e 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

tevels in'Table 1 susenvunnsmnmmsmnnas R s RS TR O @ O
6e. Corrected problems with ventilation units that supplied inadequate

guantities of outdoor air to ensure that outdoor air quantities (22¢) meet
the recommended fevels in Table o 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

Name: main office
School:  Griswold Middie Schoot

Unit Ventilator/AHU No: "1 11

servery Date Completed:

homaa vaerwele

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 PIAN) oo

1b. Ensured that the ventilation system was on and operating in “occupied”

LT T @ O O

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

DF COVETS 1vtuiiuiis et eisiomsiasermessses s easasamamseressseasesaas shessasas et etessstemessssseeteteseerareneannl @ O O

1d. Instalied corrective devices as necessary (e.g., if snowdrifts or leaves

Dgguently blatk Al wer o B @ O O

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

dotks; ind BERNSAIenl] .o e snsssasmm s @ O O
1f. Checked rooftop intakes for pollutant sources {plumbing vents; kitchen,

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

atrcconditioning Cooling tOWEYS) s i eend O O
lg. Resolved any problems with poliutant 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 ........ooovvervo. ) @ 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

BlOWING TOMREIECATIN ovmonssassssssontsinsssessstess 55 mmesian s AL PR S AR @ O O
2c. Vacuumed filter arcas before installing new fIlters...oviieiiriiriieiieeenn) O O

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

BTG 0E T ) L T L AT S e SO0 @ 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
a2 1 T T

2g. Cleaned drailt PAIS i eeeeraiiss s er sttt e eeees e (o) O

2h. Checked drain pans for mold and mildew ..ot (o) o
ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are ¢lean ......cococovvveoieeoeeeeeceionn, @ 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) is clean ..., O O
2k. Ensured that ducts are Cleam ..ot eeer 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 T T T DL s ma s s s A 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 (eften uniquely designed} ..o @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct pOSItion ...oocvvcveeererereenn.. O
Je. Set time clocks apPropriately v

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

T T T @ 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 coovvveiciceeeie O O @

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

DIOW dOWN ThE TANK) oottt it eee st rre e eee e e et a e e et s O O

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

level (no leakage or obSIUCHIONS) (v, O O @

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

Tt IOBPBCRION yemnnseis e T A I b M e snsmssrmnssmat emssn s saaray sxpras s el O O

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

NOTE: It is necessary to ensurve 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 alr handler 1S TUMed 01 ..t 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 iS5 561 10 85F ...iviecirecee st 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 airthermostatis set t0 45°F iunenmasssasmimiusnmmnnmd O @ O
3r. If the outdoor air damper does not move, confirmed the following items:
* The damper actuatoer links to the damper shaft, and any linkage set
serewsiorboltsiane Trhbi. 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
¢ The outside air thermostat{s) is functioning properly {e.g., in the right
location, calibrated COTTECHY) ..oovviioiiir ) 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 LETTIHNALS 1. .veiviiieers sttt sn s et sn e 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

EFIDDEA] ©e. s ssnsssmsminnmases nssmsnss srossmsmon vnensor s ss b bt s s 1o 25t O @ O

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

automaticresetifreeze-stat S o 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 353°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 O O

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

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

IGEAE PIAGTICES sosmmsomimsiys i s e I b s en s asenna e et A s 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 cutdoor temperature,
and enthalpy economizers vary the amount of outdoor air based on outdoor temperatyre
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) . c.ovovviecioeeceecccrrvsrad

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 TEQUIFET .....vveviviieececee e ee e O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUncomNG .o @ 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 ...o.oovoveveeennnnn. @ O O

NOTE: If outlets have been blocked intentionally to corvect 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

LT ]| RS ——— O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population ChANEES .o e et 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 1vviviiinssesmiasnins et ctne s et es e sera s st sssensares st sn s sssanebentes s O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
Tenrsupple IR s A SR AT ) @ O O

ACTIVITY 18: PRESSURIZATION IN BUILDINGS

NOTE: To prevent infiliration 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 firom areas such as bathrooms, kitchens,
and labs by keeping them under negative pressure (as compared to surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

L ) TSRO 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 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 ........ococooovovvcnni, (¢ 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 each ventilation

e e I I O @ O

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

BT COSIOB LRI sy s 6 S ighar arnsssmsensesseseomsmmsssssarssmanassemseh 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 in'Table Joocrmmmmms o s e s aismsies s rasnssssgasassns atssacn) 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 inTable 1o, O O

NOTES







Ventilation Checklist

Instructions

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

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

copy for future
reference.

. Complete the
Checklist.

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

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

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

Thomas Verville

Name:
Schaol:  Griswold Middle School
Unit Ventilator/AHU No: RTU_12
band room 3-11-25

Room or Area:

Signature: %}"}’LM VWL&*&%

Date Completed:

1. OUTDOOR AIR INTAKES

la. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A
example, adfirereseapedloorplanle s st O O
1b. Ensured that the ventilation system was on and operating in “occupied”

T 50 0L g mes s wesoastames i A e S 5 e A A SR e A £ @ O O

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

T QMBS e s S A S Y SV S T T @ O O

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

frequently block AN INtAKE) w.v.....erumserrioeermomeoereoeoseoos s eeeseseenensnonees ® O O

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

dncks, and bussidling AUEHSI. s R T T @ O O
1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

air-conditioning cOOlING tOWEIS) ....covveveirivirieeeee e ce e eeessesr s s s @ O O
lg. Resclved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe} ..coovvevrvininn) @ 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

blowing downstieam ) memes e mrenmemaimsmasm aus s e ) @ 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

arpund)the it fller snuanmammmsmmmransen R T 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
ACCUIMUIALITIE) ottt e e st e et

OR®
PN B e R—————————————————
®

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

ACTIVITY 6: COILS
21. Ensured that heating and cooling coils are €1ean .........cc.cooovoveivrveresrinrosnnnl 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 €1ean .ooovvoeeeveesisseeeever, % O 8

2k. Ensured that ducts are ClEanm ........occcovvviiiesroreevissosoes oo oo eeeoe 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 vt R ies s M B ————————————————— @ 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 OCCUPANES 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) .........o.ooveennns) @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ........cooocovevein.) 8 O
- g0 e Gl e o L ———————————————

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

NIGH/WEEKRIA USEY 1ivviieieect e 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) setting ..........ccoovevrvernn! O O @
3b. Checked that the line dryer prevents moisture buildup .......oooooooccovovveecrorn.n, O O @

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

bIow down the 1K} vvviiieiiiiie et O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no Teakage or ODSEUCHIONSY w.ovvririeriiiiics e ion s O O @

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

FOU INSPECHION 1.ttt 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 ............c.cooovrvononn. 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
3o. Checked that the outdoor air damper opens (at least partiaily with no delay)
when the air handler 15 turned 01 v O

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

thermostat is Se 10 B5F 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 i5 $et 0 45%F ...ovviiimisniiiisiisionmsionned O @ O
Jr. If the outdoor air damper does not move, confirmed the following items:
*  The damper actuator links to the damper shaft, and any linkage set
seeews o bolis are HElt v a8 e sos s amssssspne] 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 COTTectly} ... O @ O

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

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

ACTOSETERITITIETS . cromnsmsronss om0 e e S S PRSP 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

EEAPPEAY 1ottt ettt e eennr o] O @ O

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

automatic reset fTEEZE-STATS ... iii it cen ittt et sae e tse et er s reeed 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

A 0 8 s s im0 EISE 5 fonnnsesmen o masn s P s e R SRR S A A A £ e @ O O

3w, Ensured that the mixed air stat for coeling mode is set no lower
than the room. hrermosfabSeting .o nsamasomssn s @ O O

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

10CE] PIACHICES ittt es e area e sesarn s mes s taseeerarenen 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-bull 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 sat1sf1ed) 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

ELc3 £ T o 1O 1) /{2 RSSO U ——— O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUNCtoning .......ccoeveveveveennninnereninn..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 outlets 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 SUPRIY e T SRR S B e e O O @
4f. Modified cxisting HVAC systems to incorporate any room or zone layout

and population ChaNEES ...vcvvvierve e e 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 ....ocoocccciiiiiiiinnd | @ 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” 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,

flooT JOINES, PIPE OPETHIZS} wovivieieciirini s e e seesie b s eresserr s et et ersssaia ) 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

BOIAEETE SUEEE SR 0D 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 .....ccooiiiininiin, 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.ceceveeciineninrennn, O

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

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

T T e e T e I B e S e s S e e O O
6b. Calculated the number of cccupants served (22b) by the ventilation unit

0Aer CONSIACTRION s ssesmsmminsss e sinssassns sesivers s sasm s o s s 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

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

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
thie tecomimended levels i Table inwaammsnmmrsasmamemsmsm s O @ O

NOTES







Ventilation Checklist

Thomas Verville

Name:
School:  Griswold Middle School
Unit Ventilator/AHU No: RTU_13
Room or Area: S31© Date Completed: gl
Signature: Ueomas Mﬁ%
Instructions
1. Read the J/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. examplea Fireestapedloornlani. . commemsmrrmmomsrssmmmimmn

1b. Ensured that the ventilation system was on and operating in “occupted”

2. Keep the A G e T T S T T P S T T @ 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 2 1 T T e TS s @ O O
unit in your school, 1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
as well as a frequenitly Bloek sieiitake) oo s e @ 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 busAdlinEIaTEaSY rsicmmemmemsmsonscnssssns mrasrsssasssasssarssmsmssasemsanessimsnash @ 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,” o1 ., RGO N T o G ) @ OO
e apphcable lg. Resolved any problems with pollutant sources located near outdoor air
?{:; b?j'ﬁgf,?"h 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
. 1i. Confirmed that outdoor air is entering the intake appropriately .................... @ O O
in the “Notes”
section as 2. SYSTEM CLEANLINESS
NERESSRDY: 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 AOWIESIEEAIYY «..eveveverereetericreessescsensssacneasereeecetsnsess sesesasesereresenenrenssrnensd ® 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

o i atal 25 (i g nck ) s AU O RO | 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 No N/A
ACCUMUIAING) oottt ettt

el o L T

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

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are ¢lean ....oviiiviicicciiiineee 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) is ¢lean ... 8 O 8

Dk Ensvredithut:diicts 2EElEH o s s s 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 .......ccoevenccriimmiii 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

FOETCIOBUNDITIES connratviomnssessosysrissssmme s e s v o5 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 (often uniquely designed) . iviinieennd @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position .......cccecieiinnen, O O
3e. Set time clocks apPropriately .o e @ O

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

NIERWEERBIE ISR 2o mmmmiose w5555 R AR ST e 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 (night) SEting ..o 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

blow down thefanle) s s s i e e e sepamensssensns areap st tasssrsnpngh O O @

3j. Set the line pressure at cach thermostat and damper actuator at the proper
teveli(no leakage orabstnEions) ... wmsmmmmm i O O @

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

TOTATSTRTEIOIY s simsrcosos s s ouatot s s T T e T P 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 ensurve 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 ..........coovceernvicronmirnorersse e O (& O
Jo. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is tUrned Om ..o 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 15 56t 10 85%F ..o 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 t0 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
SCIEWS OF DOMS Are HZIL oot 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 COrreCtly) ..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 LBFMINALS oo 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

T it Bt nmsssmasemsmmsnssasmsemerpsmsasnssisrms s i s sess kRSN SRS K O @ O

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

anfomatiormese b e ZeEstalS mrmmr s T T 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 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

thanz65%F e e S T U S e s i @ O O

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

than the room thermostat SETHNE oo s O O

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

oo 1l o L el O @ O

NOTE: The diy-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 reoms. There are two types of economizers, dry-bulb and enthalpy,
Dry-buib economizers vary the amount of outdoor air based on outdeor temperature,
and enthalpy economizers vary the amount of outdoor air based on outdoor temperatnure
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 thermostar 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

DELEOTTI ASHR QTR ccrnssews s ssswmrsimensssisnesessscommmss 55 o0 5vEs3Ea T 8 VST S5 O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ........ooooccoccennrovieionnneseenn.. 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): e s s mssnsmm g min .. @ O O

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

i W O @ O
4f. Modified existing HVAC systems fo incorporate any room or zone layout

and population ChANEES ..o 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 ........cccocovvinnienienieninnd @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

BCHVITIBS 1uvuisiiiivieentiomecrme e renecreses s crrrs s sssesses st sss s semsmsieseserenebs b snsnesesese O O

4i. Ensured that classrooms are free of uncomfortable drafls produced by air
Fromusupply termInals s s v o g TS i s el @ 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) i v vttt etesessi 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:
* Inoperable dampers
= Obstructed, leaky, or disconnected ductwork
« Undersized or improperly installed fan
* Broken fan belt




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

NOTE: Prevent migration of indoor contaminanis from areas such as bathvooms, 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 rooem from Yes No N/A
Y0 [ eCant o T S ST ——

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

5c. Ensured that air is flowing toward the exhaust intake ....c...ocovveeviioieeeinn O @ O

ACTIVITY 21: EXHAUST DUCTWORK

5d. Checked that the exhaust ductwork downstream of the exhaust fan (which is
under positive pressure) is seafed and in good condition ........ococoooeeieinen, @ 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 suppiied (22a) to each ventilation

T e — O @ O

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

UNAer COBSIARTALION ..ooooeriiic et 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 TABIR 1iiiiiniiinmmississsisosseresemsessiressssmsnensssssrssssansrsssases nsssssasssasd O @ O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
the recommensled lavels 1 THBE Lo O @ O

NOTES







Ventilation Checklist

P Thomas Verville

School: Griswold Middle School

Unit Ventilator/AHU No: RTU_14
2nd floor science ¢ building Dt Eamietsd 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. exampls, aiverespape oot plan i v amrmssammr e R

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

2. Keep the D e SR S emmmnss s A 1 AR AR PSR B A e e 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 ventilation 65 ot e e @ O O
unit in your school, ld. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
as well as 3 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. doeks, and bus-ldHng areas o @ O O
If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
’ gheﬁk the “yes,” toilet, or laboratory exhaust fans; puddles; and mist from
o, o ——— Alr-conditioning COOINE LOWETS) ..cc.vvvveiriiieresiiesisieeeeeersecsesensereenssmsserenend O O
bzitbaeps? dE:aeac?h lg. Resoived any probiems with pollutant sources located near outdoor air
item. (A “no” intakes (e.g., relocated dumpster or extended exhaust pipe) ..o @ O O
response .
requires further ACTIVITY 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 .......ccoco.o..... @ O O
in the “Notes”
section as 2. SYSTEM CLEANLINESS
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 DIOWINE QOWNSLIEAM) L.vvviviviiisei i ceceeessesesreesreseesssesessesss s aneeeserens s © OO
IAQ Coordinator. 2¢. Vacuumed filter areas before installing new FIlters........ooooeceveeeseesrinnnn ® O O

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

around)ithesalr lterimammmsnases e e ) 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

ACCUTUIALINE) 11t ettt sttt er e O O
2g. Cleaned Arain BanT v e e s I s asseensrs s tatmsssmsses asasssel (e) O 8

Zh. Checked drain pans for mold and mildew ..o () O

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean .....coooooovvivecirccieer) @ 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 biades) is clean ..o O
O

ks Ensured-that ductS areiClEan s mem s s i s esannssseansessnagersses

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 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

FOF QCCUPANES ...ttt @ 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 ...l 8 O 8
3e. Set time clocks appropriately ot

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

NIENEWEEKEIT USEY .ooviiiiisiiiiitiis et ettt s e eras e esse e eens 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) SEUing ...ooooeviveeereecinnnd 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

Bow dOWT the tA0K) ooveiisiisiiiiisiaic it e snss st s e e e en e neand O O @

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

lével (ng leakagerorobstrnniions) sowmrmnsmemmseanmnssses sty O O @

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

EOTTIISTORERTONE i s s o om0 e R D S S S0 O O

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

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




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 @ O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is turned 01 oo @ O

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

PHETIOSTAL isSCElD BETF . cvmmmmromevanumensnrrmmssses et 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 ..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
SCrewsir Holts are HEhturwi s s i B g msossesmrm s e snnr 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 COrTECtlYY . v eeeeeeece i sees oo 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

e ks R L i) 1] | SRS 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

EDIIDIEEDY vt oo i s Y B O O S O @ O

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

AULOMALIC TSt fEEEZE-STAIS L.ooi it ettt enenean 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 O —— ® OO

3w. Ensured that the mixed air stat for cooling mode is set no lower
thanithe roontthermostab seting. wrammmr e @ O O

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

10CAE PIACTICES ©vieceieiieieii ettt ee et 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 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 Mo N/A
hours {even when room thermostat is satisfied) ........cocoovecerereecnreeeersn

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 .o vt eraen e ares) O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between. roomis:-and corridors are FMEHIONING wu s S i @ 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 oF operable WINAOWS) oot erenen e s ssssesen 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.

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 ..o @ O O
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

ACRIVINEE o i B U an b smsesmscnsnsonsssnmsns s o ess st s e nngasil @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
Koo SUPPIYTRPMIRNETS vmussicvssesms s oo S @ O O

ACTIVITY 18: PRESSURIZATION N BUILDINGS

NOTE: To prevent infiltration of outdoor poflutants, 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, kirchens,
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

AQJACEIIE SPACES -..ovevrrrrrarirre et et ee e ssass et eeeseete e sseese e e aese e enaens 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

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 .........ccoovvvvverviinienns @ 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

EUEITE 50 05 hmnsnmomsnrs s s A 4 2390 5 5 RSN EALSBAT O ® O

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

BSOS BERION cvunmevssiamissmesesssesres s o S 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 O

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

hevels i TaBE L xmammmsismumnsvensusmssames ot e R 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 ..o, O @ O

NOTES
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4.

. Read the /AG

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
IAQ Coordinator.

Ventilation Checklist

Name: Thomas Verville

School:  Griswold Middle School

Unit Ventilato/AHU No;  R19=15
head end room Date Completed;

eomaae verwile

3-11-25

Room or Area:

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 PlAnY ..o ) O O
1b. Ensured that the ventilation system was on and operating in “occupied”

LR ——— @ O O

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

OE-BIVETSL, crvovns i nnssnssmss o s s s S s N PR U P @ O O

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

Beguentlyblock an/infild) wuopapmmmmmmanemsmsmmomamssrnm s ® OO0

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

docks, and bus-1dHIg ATEASY ..occovviivreiesises et ee e er) @ O O
If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

alrsconditiotingeonling WS crusaspismms s S ST @ O O
lg. Resoclved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) ..occeeiiirivccnn.n. @ O O
ACTIVITY 3: AIRFLOW
th. 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 .....ooovecviiioieisiisesnsesens! @ O O

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

DlOWING dOWNSEICAM) o.ooviviiriveeee e e e e eeese et it @ O O
2¢. Vacuumed filter areas before installing new filters .......ocooivviiniieeien ) @ O O

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

around) the air FIlEer .o @ 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

ACCUIMUIALNG) oo e O O
22, Cleaned drain.pans s s s e s s s S i s enmnans ] (®) O
2h. Checked drain pans for mold and mildew ... (o) O
ACTIVITY 6: COILS
21, Ensured that heating and cooling coils are clean .......oooveviiieiievserecennr) @ 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 ....oovovvviieiieceveiiereres e, % 8

2k. Ensured that ducts are CIEAN ...vvoivoiieeeee et seses et ee e s e e 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, afid SUPPIIER s s s S st @ 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 s bbb et @ 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.ooverveiennond @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position .....vvovvcerconenns) O O 0
de. Bevtimeclocks qpProprstely . s amim i s A s messssrestes] @ 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 ......c.ococvevivreennnn.e. O O @
3h. Checked that the line dryer prevents moisture buildup ........cooveoiiieiiinonnnn: O O @

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

Dlovdowm the 1Ak s w5 s M snssss esss s sssnns O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper
level {no leakage or ObSIUCHIONS) ..uiviiiieiicrerre s el O @

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

TOR ARBPEETION 1ocnsursncusssusymscensnssseseasissons sieusmnser v oo sescsic s s vis SR 5 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.covoee.. O O

NOTE: It is necessary lo ensure that the damper is operaiing properly and within the normal
range to 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 BANAIET oo O @ O
30. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handier 1S tred 0N .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

therniostati FEEHn BEE wrmrenmamrmesnmemaem, we 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 ... d O ® O
3r. 1fthe 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 oo 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

Iocation, calibrated CoTTeOtIY s s s (it e nmsaprnsasd 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

FOT0BS TOIMINALS fiiiiiitii s nnssensessrssnsesmanrerrase s sasnssrsp e e s pasarosasass st semste 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

BERIDEL vt o G R TS e smas e st e AT s s O O

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

ATEOMAE FeSCt e er e tTERS oo oo oA PP RS L O @ O

NOTE: HVAC systems with water coils 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

{11123 L R S O O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermMOStat SEIHNG ..oviioiieeiie e s erse s srenseees) @ O O

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

[0 PEARTIRES wumrsmruinsesmsmst s e e e T 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-bull and enthalpy.
Dry-bulb economizers vary the amount of outdoor air based on owtdoor temperature,
and enthalpy economizers vary the amount of outdoor air bused 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) ...

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 fUBCHOMNEG «..ccvvevrriveerecercn 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. Modified the HVAC system to supply outside air to areas without an outdoor

BEE SUPPLY oottt O O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population ChANEES wamsaamamsm s S T I g ens | 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 accommeoedate classroom

e T T O O
4i. Ensured that classrooms are free of uncomfortable drafts produced by air

from supply fFALNALS oot 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 JOINEs, PIPe OPENIILES) ..ottt ee 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:
* [noperable dampers
* 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 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

a1 U S O 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 is flowing toward the exhaust intake ......oooovveveevireee 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.....coovvvceiiinieernne, 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

LIIE ot bbb et b e 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 (22D} to
determine the existing quantity of outdoor air supply per person (22¢)......... O @ O

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

leveds inTable Lovwamamsprnmssmrmassmsrsn s oo G e 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 levels It Table 1., @ O

NOTES







Building and Grounds
Maintenance Checklist

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,”
el 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.

Name:
School:

Room or Area:

thomas verville

griswold high School
building wide Date Completed; 2724-25

homaa vervidbe

Signature:
1. BUILDING MAINTENANCE SUPPLIES
Yes No N/A

la. Developed appropriate procedures and stocked supplies for spill control ..., @ O é
[b. Reviewed sUpPLY TABEIS ........ocovveienssiissesissessrsnmeeeseensseeseessssessesesseseseessssss e ®© O O
le. Ensured that air from chemical and trash storage areas vents to

THE OULAOOTS 111 ettt ettt s e eereese st e rea st e st e s s e srestesrerreaeeresread @ O O
ld. Stored chemical products and supplies in sealed, clearly fabeled

L Ty o £ . @ O O
le. Researched and selected the safest products available........ccowoniviconnnne.d @ O O
If. Ensured that supplies are being used according to manufacturers’

s o T T o T . @ O O
lg. Ensured that chemicals, chemical-containing wastes, and containers are

disposed of according to manufacturers’ INSEUCHONS cvoveveevvevre e @ O O
Th. Substituted Jess- or non-hazardous materials (where possible) .......c..cocovven..d @ O O
li. Scheduled work involving odorous or hazardous chemicals for periods

when the school 15 tnoecupied o @ O O
1j. Ventilated affected areas during and after the use of odorous or

hazavdois PRENTORIS susvmmsme s i S S R e csmpsnasesasnsse] @ 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 ST BTN ot evmussssins s vt B R S LT S @ O O
2¢. Established and followed procedures to minimize exposure to fumes

FEOMTSURIHES vamymmeras s e s @ O O
2d. Reviewed and followed manufacturers’ guidelines for maintenance ..............
2e. Replaced portable gas cans with Jow-emission Cans ......ceevieiee v,
2f. Stored chemical products and supplies in sealed, clearly-labeled

OBIE LIS < ounurs e sossonesosawsisis s s 5555581353 455050 A AN S TS @ O O
2g. Ensured that chemicals, chemical-containing wastes, and containers are

disposed of according to manufacturers” iNStructions . .c.oo.vveveeeecemecnnnnn. O O
3. DUST CONTROL
3a. Installed and maintained barrier mats for entrances .o O O
3b; LUsedhighwefficiency VAt BIES st isemm s aamims] @ O O
3c. Used proper dusting techniqUEs oo s s @ O O
3d. Wrapped feather dusters with a dust cloth ..o e, O O @
3e. Cleaned air return grilles and air SUpply VENtS .......covovevicecereevereese s © O O



4a,
4h,
4c,

3a.
5b.
S

6a.
6b.

6c,

6d.

be.

61,

7.

Ta.
7h,
Te.
7d,

8.

Sa.

FLOOR CLEANING

Established and followed schedule for vacuuming and mopping floors .........
Cleaned spills on floors promptly (a8 NECESSArY) .oeivevvicieiccrie e,
Performed restorative maintenance (28 NECESSATY) .ovimvvriieverissrreesirrenend

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 Gdors ..o e, @ O O

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

indicaterperiodic leakek. o mnonsnmmmmmmmi e T T @ O O

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

locker rooms, and BathroomS) «..vvvirv et @ O O

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

230113 (0 T TR T ——— @ O O

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

free of CONAENSALE Lot @ O O

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

Indoor areas near known roof or wall 1eaks .ooeeeeverveieececeeeece e, O
O,

Walls around leaky or broken WIndows ........ccoiiiiiceiciecvisen s
Floors and ceilings under plumbing ..ot e
Duct interiors near humidifiers, cooling coils, and outdoor air intakes .........

COMBUSTION APPLIANCES

Checked for odors from combustion appliances ..o (o)
Checked appliances for backdrafting (using chemical smoke)}..coooovievnnn) .
Inspected exhaust components for leaks, disconnections, or deterioration ... {®)
Inspected flue components for corrosion and S00T ..o (o)

PEST CONTROL
Completed the /ntegrated Pest Management Checklist............ccocccoirinnn @ 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 ¥es Na WA
la. Ensured that ventilation units operate properly o) @ O O
1. Read the /AQ 1b. Ensured there are no obstructions blocking air intakes.............occooooeere) ®© OO
ngcg% r&;?gﬁ;gnd le. Checked for nests and droppings near outdoor air intakes ........ccocoooveeecn @ O O
it émaiianfor 1d, Determin;dl that dumpsters are located away from doors, windows, and
this checklist. outdoor air mtal‘ws s R e @ 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 ...........occoovevnnenn ® OO
Infclnjmatlon anfd lg. Minimized pesticide appliCation ....o.ooviiiiivoieceeeeie s eseeees s e sese @ O O
tmha eacopyo 1h. Ensured that there is proper drainage away from the building (including
e checklist for :
e peEerie ' roof downspouts? ............................................... e R @ O O
i, Ensured that sprinklers spray away froin the building and outdoor
3. Complete the QI TITEAKES 1ovvvvvevevcvevovesesssesseesseseseoeeeeeesressstsnsesse s eeesesesesseseesseneeresssseesr s ® O O
Checklist. 1j.  Ensured that walk-off mats are used at exterior entrances and that
+ Check the “ves,” they argleanied feellatlYreemmer e e e @ O O
“ne,” 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 Z2a. Ensured that the roof is in g200d CONGIION .oviiriiivirei e @ O O
;??;::iisnf? rther 2b. Checked for evidence of water ponding ..........c.cooevveeeiecee e % 8 8
’ 2¢. Checked that ventilation units operate properly {air flows in}......ccco v
+ Make comments 2d. Ensured that exhaust fans operate properly (air flows out) ..........occoocoveein.1n! ONOR®
in the “Notes” 2e. Ensured that air intakes remain open, even at minimum setting ................... ® O O
;eeggg;‘afs 2f. Checked for nests and droppings near outdoot air intakes .......ccoccoevcoerrond) ®© O O
v 2g. Ensured that air from plumbing stacks and exhaust outlets flows away
4, Return the checklist from outdoor air IBAKES ..o ) @ O O
portion of this
document to the
IAQ Coordinator. s
3a. Checked for evidence of roof and plumbing leaksO O @
3. Checked forbivds and animal MEStS i nmmmsmrmsRs OO0 @

4. GENERAL CONSIDERATIONS

4a. Ensured that temperature and humidity are maintained within

acte prableaoEs s e 8
4b. Ensured that no cbstructions exist in supply and exhaust vents ................... P
de. Bhecked 10T CUOT e e o R S R W e
4d. Checked for signs of mold and mildew growth ..o @




4. GENERAL CONSIDERATIONS (continued)

Yes No N/A

de. Checked for signs of water damage .......ocooeoiceeioniieee i cesree e e @ O O
4f. Checked for evidence of pests and obvious food SOUrCes .......o.covcvirciiiiiinin! @ 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 ..o..ovveiveoereeeciereieeeeeseen oo, IONOR®
6. MAINTENANCE SUPPLIES
6a. Ensured that chemicals are used only with adequate ventilation and when

building is BNOCCUPIE ...oveeiieviri et @ O O
6b. Ensured that vents in chemical and trash storage areas are operating

B T T I s T s R ST TR H S mamsm a8 e e e @ O O
6¢. 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 .........ccvrvvserircrnseninnnn. ® 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 a lead hazard) ..........ooooeooeeeeroseeeoseceeesaeeessassssssssrsses s ® OO
8b. Determined date of 1ast radon teSt. ..o @ O O

NOTES




Waste Management Checklist

Name: 1 homas Verville

School:  @riswold high school

Room or Area: bUEidlﬂg wide Date Completed: 2-24-25
Signature: ?f?f&hm MW&%
Instructions 1. WASTE MANAGEMENT Yes No N/A

la. Ensured that waste containers are appropriate for use (for example,

T. Baad oA f00d Waste CONAners SHOUIA HAVE [AS) ..or.esroeererseresrsresses e ® O
iaecg%;i;?g: ;:nd 1b. Ensured that waste containers are lned ..o @ O
IR REE G FOE ic. Ensured that waste from art, science, vocational classes, ete., are
this checklist. handled Separately ... e @ O

[d. Labeled recycling bins ClEarly v o oremeeecreosonsesrsemsermsseessesssessseeores] ®© O

¢./acp ihe le. Ensured number of bins and dumpsters is adequate........oovcccinniiciinnd] ® O
E}?g‘:?g‘ggsg il 1f. Ensured appropriate 10Fatéon of dumgsters (i.c., away fro_m air intakes,
make a copy of doors, and operable'wmdows in re.latlon to prevailing winds) ... @ O
the checklist for lg. Ensured waste containers are emptied regularly .....oceciiiniinn! @
future reference. lh. Ensured appropriate waste removal schedule ..o

li. Ensured waste is stored in a well-ventilated room ..o
1j. Ensured any exhaust fans in the room are operating properly .......ccooeevenn
1k. Checked waste storage areas for odors, contaminants, or signs of vermin..... @

000,

3. Complete the
Checklist,

+ Check the “yes,”
“no,” or
“not applicable”

OO0CO00O OO0 OO

box beside 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 Management
Checklist

Name: thomas verville
School:  @riswold high school

Room or Area: building wide Date Completed: 2-24-25
1gnature:
1. OFFICIAL POLICY STATEMENT

2a.
2b.
2e.

2d.

2e

21,

3a.

3b.

4a.

4b.
4¢.
4d.

de,

4f.

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

pestenanapeMentiiP Ml morermmrrnasea e e o @ O O

DESIGNATING PEST MANAGEMENT ROLES

Assigned and frained a qualified person to be the pest manager.................. @ O O
Involved decision makers in the IPM Program ..o @ 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 ..o O O

Encouraged parents to tearn about IPM practices and implement them

CEECTTUr T R S S O NPT . @ O O

Developed a program to educate and train all [PM participants ..o @ O O
Included tanguage about IPM into contracts with pest management

TR D TD ik csucemmmnsssine st oottt BT @ O O
SETTING PEST MANAGEMENT OBJECTIVES

Set appropriate pest management objectives for school buiidings (such as
preventing pests from interfering with students’ learning environment

and preserving the integrity of the building structure) ......cccoeeiciiiennn.n! 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 all buildings and grounds for pest evidence, entry points,

food, water, and Narborage SItES .....c.cocvvvrviiaioreririnr i eseenaes e s eeesen s O O
Identified potential pest habitats in buildings and grounds .........cccocoevnn) O
Pinpointed the source of any current pest problems ... @ O
Monitored to determine the extent of pest problems and to estimate pest

1019 T3 11 L0 1 1 ST @ O O
Developed plans to medify habitat (for example, exclusion, repair, and

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

estimate pest population levels and identify evidence of pests and

POLETIAL RADTEAL oot ee s ereesssee e sese st e @ O O



5. SETTING ACTION THRESHOLDS

5a. Evaluated all available data obtained through inspecting, identifying, Yes No N/A

AN MIONFLOLIIG 1ottt ettt sse gt O O

5b. Determined how many pests the school buildings, grounds, and

oecupants can tolerallt v v T T R ST R @ 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 st er s s nrsrassrarsra
S TASSIDOMIS v svsmermmmsssssme sy T T o e B T R ) ‘
® GYMIESILTIS 1.cooveeii e et e ss st es s s es s et e e re s e e entsean :
GG 2 ol o TSRS SO
# OHTICES coi e ettt s ettt eneran
Bt T O 0 S s smumsvns o e s s s s T O S S S S Y B .
* BAtIOOMS ottt neenena .
* Food preparation and serving areas
* Rooms with extensive plumbing ..o s
o B T T O AT A S senov g o sy P T T S A P e g

OUTDOOR SITES
6b. Implemented appropriate strategies to prevent pests from inhabiting the following areas:
* PlayZroUBUS oo b ettt ene e o
L i €A o1 T —
» Lawns and athletic fields ..o e \
releaching garden s oD eI e e s TR )
R I o (e —
* DUINIPSIEES 1ttt et s e s eas b srtb e eee -
+ Areas with ornamental shrubs and 1868 .......ceccvniiiiii ! :

7. PESTICIDE USE AND STORAGE

7a. Explored alternative pest management methods before concluding that

PESHICIAEs WETC MBCESSATY vvvvveieiieeiriei ettt @ O O

7b, Ensured that pest management professionals integrate 1PM into their

pestmanagement IethodS o rramnmunnnpanim i s s e @ 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 O
7d. Reviewed and followed all iabel instructions on pesticides and learned
how to properly apply and handle these chemicals ..ol O O

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

pesticides whenever possible and only treated the obviously infested

HATIES [T FTET o roriemmeiry oo simsesms s s i s T T @ O O
7f. Used protective clothing or equipment when applying pesticides ... @ O O

7e. Placed all pesticides in tamper-resistant bait boxes or locations that are
inaccessibie to children and non-target SPecies ..o s O O




7m.

n.

7o.
7p.

7q.

8a.
8b.

Sc.

. PESTICIDE USE AND STORAGE (cont.}

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

TTWAY GHEE DO s o i o s O O

Applied pesticides when occupants were not present or in arcas where

they would not be exposed to the chemicals ... 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

PATOUEREIETTONS wcrmusrarssvmemsorenvmvsmsns messs o msnmss sy sssissmy s AR AR A Y SRR @ O O

Kept copies of current pesticide labels and information on pesticides

CAS T ACCEERTBIE i s T A s T S @ O O

Stored pesticides off site or in areas that are locked and accessible only to
Aesignated PEISOTIEL. ... i i vriieeererieterers st isisrrbesresenessesrrrsssnssrssnesssssesessan @ 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

thE BAVITORMTEIE onwrmnssrasr mss Rr T s s 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 lids

el T T T T @ O O
Ensured that air in the storage space cannot mix with the air in the central

BT 11000k 1o U OO R — @ 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 ..o @ O O
Ensured that pesticide records necessary to meet all state, local, and school
haard requiremients are maintained voorneansraemesanraian

O
Ensured that each log book contains the following items:

CEAHY oflie pestTAnTeemEIt Plile st @ O O
» Service schedules for maintenance of buildings and grounds ... % 8 8
s:Curient EPA-vegisterad 1abels cunnsmnnnmmusnnamsinn it

* Current Material Safety Data Sheets (MSDS) for each pesticide project ... O O

wPEst SHVETIATRE e SHOS s o R S R (o)
« Diagram noting the location of pest activity, traps, and bait stations ........... (D

NOTES







Ventilation Checklist

3.

4,

Instructions

. Read the /AQ

Backgrounder and
the Background
Information for
this checklist.

. Keep the

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

copy for future
reference.

Complete the
Checklist.

» Checkthe “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.

Thomas Verville

Name:
School:  Griswold High School
Unit Ventilator/AHU No: 2041

cafe Date Completed: 3-11-25

omaa vernie

Room or Area:

Signature:

1. OUTDOOR AIR INTAKES

la. Marked locations of all cutdoor air intakes on a small floor plan (for Yes No N/A
example; afireescape floorplan] s
Ib. Ensured that the ventilation system was on and operating in “occupied”

D e S B sem e ommn s s A AR AR PR S TR 5 B @ O O

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

(u o]0 i i ORI U S O O

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

frequently block an ItaKe) .o.ecoiioioiirce e @ O O

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

dacks; and bus=tdlINgareas) «o oo e @ 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) ..o ieveriecieee et 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 piece of tissue paper or light plastic) @ O O
li. Confirmed that outdoor air is entering the intake appropriately .....oo.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

Dlowing doWnSHeaNT) qmmemrescssasresmi s e o O O
2c. Vacuumed filter arcas before installing new fIerS. .o @ O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

arountd) the Qi FIET ...ooooooooovevovveoeisversis s s sssssss s sessmessensesa OO

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

ACCUMUALIEY 11ttt et sttt ere e e or et e O O
2. WClearied Araitiiaig v i s e S I e esmsnnsnns e ntnr e sy o O
2h. Checked drain pans for mold and mitdew ... (® 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 % O O

2k Ensured that dirotsareTlont vommmmmmnim s im i 5miimiieises e ssmesesssesninens)

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 Ui T L LS 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) .......oooveeeereeeennn) @ o O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct posttion «....ccccooiivciveinnd O @
3e, Settime clocks appropriately .o O O

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

T A CRBIMTALSEN  nerssn evmsaness s i s 0 o T S5 RTOST @ 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 ............cocevernnen. O O @
3h. Checked that the line dryer prevents moisture buildup .............ooooovovovvvorvvnno 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) ..o..ociiii e srs e O O @

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

leveliton leakageomobstiiBiions] s s O O

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

TOR SISO s mncsssamnrsormsmusmosnis e oo I S 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 .........ccoeceevrrienennd 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 ... O O
Jo. Checked that the outdoor air damper opens (at [east partially with no delay)

whien theqie handler [sarmed o1 sanpnanmssnnssressnnus B EG T O O

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

thermostal 15 $et 10 85%F Lot 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 45F i) O (® O
3r. if the outdoor air damper does not move, confirmed the following items:
*  The damper actaator links to the damper shaft, and any linkage set
serewyarballs art tiPN o s s R R S 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

+ 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 properly.

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

ACHEISS DOTINIRIELLS ouwonos o sevieessine s s 4 B S T R 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

BEAPPEE) 1 oeveveveverons e O ® O

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

aufematic rEset fresze-stilSnnnmnanmunnimnnmmnsr 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

Tham B5%F et s s st O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than therroom thermioStat SO ..o s s i @ O O

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

10CAE PLACTIGES o itiiiiceieri e e e e ne 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 based on outdoor temperature,
and enthalpy economizers vary the amount of outdeor air based on outdoor temperaiure
and humidity level,



3. CONTROLS FOR OUTDOOR AIR SUPPLY (continued)

ACTIVITY 16: FANS

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

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

PErfornt a8 FEQUITEH ...oiivieii e s sesenee 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.oovcovveern.. ! @ 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

ST SURILY scvoonosoosimeessisis onois s A0 S SR RS Bmansr s saemestpssssnnrmsmrssmrges] 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

S O . @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
From supply teERINELS s R S msnesss s esna ] @ 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,

IR oy [ty A ok s on 1o i o) IR OSSO | 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 ducrwork
« Undersized or improperly insialled 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).

3b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

A ANt SR som e T R R 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 .....oocooovveviiiimiirerrinns 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.........ceecieinninnn. 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

THIE pommm e e s e s e O @ O

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

0¥aTs [ SleToboT1Te 3 7o RS 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

T SEEIY TR0 L s oot s st B 5 B s S St O O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantitics (22¢) meet
therecommended Tevels T TaBle Ty s s e s O @ O

NOTES







4,

. 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
inthe “Notes”
section as
necessary.

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

Ventilation Checklist

Thomas Verville

Griswold High School
ahuZz

Name:

School:

Unit Ventilator/AHU No:
LMC

Room or Area: 3-11-25

Date Completed:

homas vervile

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

L T —— O O

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

OF COVETS Lotiiimrimiiiiiie ettt ettt eressr bbbttt et ee 2kt 12 e nsn e ss s s neensaneereneess @ O O

1d. Installed corrective devices as necessary {e.g., if snowdrifts or leaves

Henuenthpbloclommintoke] «ommmanmssmmmmsmasms g s @ O O

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

docks, and bus-1d1Ng Areas) . .....crcirmimicieiiiee e @ O O

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

Ait-condiHoniNg o0 NG TOWETE Y. s e s s s, O O

lg. Reseclved any problems with pollutant sources located near cutdoor air
intakes {e.g., relocated dumpster or extended exhaust pipe) .oovveeeceenand! @ O O

ACTIVITY 3: AIRFLOW
lh, Obtained chemical smoke (or a small picce of tissue paper or fight plastic) @ O O
li. Confirmed that outdoor air is entering the intake appropriately .......ccoove...) @ 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

blOWINE AOWNSITEAIMY coaveiieiiiiieiereeciet ettt eeene O O
2c. Vacuumed filter areas before installing new fIHers......ocooviivniiiscin O O

2d, Confirmed proper fit of filters to prevent air from bypassing (flowing
around) the I FLEET .o s

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) c-eovoviiiie ettt e e

28 W leamed Hra R PRI oo omivsga S S TR R B P ) OR®,

2h. Checked drain pans for mold and mildew ... (e) O
ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are €lean .....ocooeoeeeecereenrieeoeeeeern, @ O

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

(air-mixing chamber and fan blades) 1S clean ...o.ooovevoveeveeieiese e % O 8

Zle. Ensuretlthat ductssareRloan «ormummmmmmm i s it )

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 e @ 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

BT DCEUBAEID .0 cxrssmonemnmsssmsommyons e s s vw s s A S 555503 @ 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) ......ccoeveevecivennn) @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position ...l . O @
3e. Set time clocks appropriately o] (@) O O

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

NHEN/WEEKEN USEY 11ttt ettt 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) sething ..o O O @
3h. Checked that the line dryer prevents moisture buildup .oooocoeeeiieciicinne, O O @

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

blowidawil tHE AN o s T commsmnessrasgss ensssonsarsses s senmnas O O @

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

levelimne leakageorobsiruations) . o O O

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

LB ADBPRIOIT srusmimmmmsmes comsmncnsusiosessss i ooy A4 A RO 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..........ocoovveeeeeennl 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 ..., 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. ITin heating mode, checked that the outdoor air damper goes to its

minimum position (without completely closing) when the room

FREITIOSTAL 18 SEE 0 BIOT 1o s verecese e ettt e an et e er s 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 shaft, and any linkage set
sorews of bolts aretieht soonenman e ) O @ O
»  Moving parts are free of impedinments (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 propetly {e.g., in the right
location, calibrated Correctly) v O @ O

Proceed ro 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
ACTISS TEEITIINALE o sniosaseimesossress s oas b e s AR 3 S AR P S 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

D PR om0 T S5 S O @ O

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

AUEDINANIE FESCE TERETESIATR , oo b e S T S S D B RO S AR 0 O O

NOTE: HVAC systems with waler coils need protection from the cold. The freeze-stal 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

N 7T - hn—— © O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
e T O T TITTOSATROIEIIND s rovsanio i sesste i s o A3 553 5 TS ST @ O O

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

1008l PrACHIBES, e resmemsrmnamenosssnmmmsnsssnerssssssassmnsnmseas sesnsn 00 RS IEE T TR0 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 cutdoor 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 outdoor temperature
and fumidity 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 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

oTcy L6) FIVErESn T {111 SOOI 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

systenvoroperable Wildows) comemmmsmmsimmrimsos et s etz @ 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

YT LTI EN v v P8 5 T SR £ BRI S B S R e O O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population ChANEES ... icirisesimeisie i s sestsbdisassisiasssiansssnsee 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

BOHTVITEES  sonsvne s sesmommsns neonsonsmrimssn s sos pnsnsesnans o R B R S B R @ 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 OPEILIES) oo send 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 QObstructed, leaky, or disconnected ductwork
» Undersized or improperly installed fan
s Broken jan 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 spacesj.

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

AAJACENT SPACES veevecererererercecreanrerenrissitiabat s st e st s b bbb 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”).

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, @ 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

UEFIEE  cosmume s onsmns nprmo e ssmssminsns sssvsns smpmssssonmensavsnsmsssssasne s BOAT A R RV R FER SR ORI SRS O @ O

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

under ConSIARIatioN ..o 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

TEUBISIH TABIE Lnsinmmuromonss s ommcins oo ssrmass osoa s s s sasmsss 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 @ 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
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. Complete the
Checklist.

+ Check the "yes,”
“no,” or
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box beside each
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response
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Ventilation Checklist

Thomas Verville

Name:
School:  Griswold High School
Unit Ventilator/AHU No: ahud

Room or Area: [N Date Completed: 38-11-25

Signaturc: %W VW%

1. OUTDOOR AIR INTAKES

la. Marked locations of alt outdoor air intakes on a small floor plan (for Yes No N/A
axanine; giivereseipe oo ilan bunnsunnemnennms s O O
1b. Ensured that the ventilation system was on and operating in “occupied”

TILOUE oottt e e ccria e v ar v e s aeseressbe e eessrs e ms et et e s ettt ent e tssrranrt st are s sread @ O O

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

D TOVETS prover sy s T s S e T P T e T @ O O

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

frequently block an intake) ... e @ O O

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

docks] ANd-DUs-IaNNETATEAS Y s S R 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) ..vvvoiiiieenecicneeen 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
1h. Obtained chemical smoke (or a small piece of tissue paper or light pfastic) @ O O
ti. Confirmed that outdoor air is entering the intake appropriately .......oooovevn..d @ O O

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS
Za,. ;Replaced-tilters permaintenangeschefule .l @ O O

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

Blowing dOWRSIIEAIN) .oovvvisieeiiieieiriirs e e b e e ere ) @ O O
2e. Vacuumed filter areas before installing new filters. ..o O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the air FTHEr ..o e s 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

AT EIIBY vosvemimssn e o g R TR T O O
2g. Cleaned dIaif PANS o 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 clean ...l % O 8

2k. Ensured that ducts are ClEAN ..ottt eae 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 ....cowicir ! 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

O OIS v e o Rs o T T T S T o T A7 @ 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 '
3f. Ensured that settings fit the actual schedule of building use (including

BIERAEE KB HI86 Fovconmumen s sannans sromys v s s 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.ooooceceiieciiiiiinnn,
3i. Replaced conirol system filters at the compressor inlet based on the
contpressor manufacturer’s recommendation {for example, when you

blow down the TaNK) oot O O @

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

level (o loakare o obsSiTitONs] vepnuran s e s O O

ACTIVITY 12: OUTDOORAIR 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

TR IRSTEENON v i e B e S T I D T @ 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)

In. 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
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is tUrned O oo @ O

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

tHEETOSAtIS RSt 857 Mapman srmmmsmmmreneraemr s ssem e e ] O @ O

3q. I 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 ..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 or bolts are thght ..o O @ O
»  Moving parts are free of impediments {e.g., rust, COFTOSion) ......ccoceerne! 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 Correctly) s smnsammn sansmmansmn 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

ACTHSE WERINALS s s L e T 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
B s e e S R O @ O

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

autematio rescbAteeresStals wissmmmmanmesmm e s AT 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 fs set no higher

BB BT cvasmvoviivmsemms v ovimmimi v s s i o P S 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

TR D P TGS . siavivevammmsessisesas s e e A T R T TS 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 owtdoor air io assist with the cooling
load of the room or rooms. There are two types of economizers, div-bulb and enthalpy.
Dry-bull economizers vary the amount of outdoor air based on outdoor temperature,
and enthalpy economizers vary the amount of outdoor air based on outdoor temperaiure
and huwmidity 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

PRI A5 TETUITEH v ocursmerssswsroremss s o s S R SO T 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.

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

system or eperable Windows} cawwpnemarssnmes e sl @ O O

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

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 ........cocoovivive e O O
4h, Ensured that unit ventifators are quiet enough to acconmodate classroom

BELIBIIERL . . oo eoppemsss AR oSy SRS ST SIS el O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
fromisupply terminals o g T S rsssnsassennnd) @ 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 OPETHIES) oveeii i v et b ceseses s s sranen 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 instailed 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

ACACEIIE SPATES vvvunsersessssssssssssssssossbrsammssasstsasssss s 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 ntake ..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 U p——————— T e O @ O
6b. Calcuiated the number of occupants served (22b) by the ventilation unit

UTHACE CONSTACTATION 1.vovreesressersesissisranaie s ser bbb m s b by TSR e 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 1L U S S PR O R R R LU e 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 1eveis In Table | .o O O

NOTES
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Ventilation Checklist

Thomas Verville

Name:
Sekiaal Griswold High School
Unit Ventilator/AHU No: ahuB
auditorium 3-11-95

Roon: or Area: Date Completed:

Signatﬂre: 1’.‘7{6‘}4&% V‘Mﬁ’ﬁ%

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) v ]
I1b. Ensured that the ventilation system was on and operating in “occupied”

T AL e e e T T P e e T @ O O

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

T GIOVEES s ssommassmassnossassomissassss spssamesniss s senmnsmsssnnsnsssnss boe A T R A @ O O

1d. Installed corrective devices as necessary (e.g., if snowdrifts or jeaves

fresquently-blotkanintale) cmmnmma s s e @ O O

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

docks, and bus-idling ArEaS} ..o.viesiimrsssassnsrsnssusessesisseisiimssisiei i) © OO
If, Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

alr=conditioning ConliNE TOWEES) v wimn v visimumsmsivomsrissess vmsisissmie @ O O
lg. Resolved any probiems with pollutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhanst pipe) ..ol @ 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

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

DlOWING AOWIISITEAIM) 1eovii it s s asraere 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

around) the air FIler ... 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 Ne N/A
ACCUIMUIATIIIZ] 1ooviiiiiiticie e ve e st b ettt ee et st O O

2g. Lleaned drain Pans cra e o s i e rseamasnsestosassns] © O

2h. Checked drain pans for mold and MIldeW .......c.cocovirriveriiiieeceseriee oo & O

ACTIVITY 6: COILS
21, Ensured that heating and cooling coils are elean ......oooooeeveiiiiiccerecc @ O O

ACTIVITY 7: AIR-HANDLING UNITS, UNI'T VENTILATORS
2j. Ensured that the interior of air-handling unit(s) or unit ventilator

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

2le, Engured that ductSBreClEan mmsmmmims s s i i s enmn s smsmsss e ane

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 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 . it st i s 0 R R O AT STV @ 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) ..o @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ........oooeeeeiceecene, 8 O 8
3e. Set time clocks appropriately .o e

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

O e C O TSNS s mmimnrrsssm e ot S R AT R SRS @ 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 .......cocoevevcveerenenn) 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 down the TANK) oo st e s e e O O @

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

level tno leakage orobStructions) .o wmmwsiassmssmem e O O

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

a5 1ot 1o | R R 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 .......occcccevevveivvvennn 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..........corivi ) O O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when thevarr handler s tirned 08 wwraminsimnma s 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 18 S8 10 B3°F vt e O @ O

3g. If in ceoling 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 mave, confirmed the following items:
* The damper actuator links to the damper shaft, and any linkage set
serewsiorbolts are Hphtepmrpmmmnnsrem s emmrsnunn e s O @ O
*  Moving parts are free of impediments (e.g., TUSE, COTTOSION) vvvivvrn i) 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 @ 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 CEEIIRITATS 2oaroons smmmsmonsammswsismmmmsrsn s oo s s s e s s PO £33 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

IS e v e e e e e e e ] O @ O

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

AULGIALIC tEset freBZ e BtalE s nrs i e S S E i b Erermepmntnas 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 irip
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

BT B D 000083 s mnenssossronsresmesenssensseasesesesssesmimee st smrat e ® O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
thairthe room thermostab SettNE o s ) @ O O

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

10CR] PIACHICES ©ovvviveviierriieie et ssr et s s es e ren e e ee e eaenes e eees s tetsen) 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 two types of economizers, dry-bulb and enthalpy.
Dry-bull economizers vary the amount of outdoor air based on outdoor temperature,
and enthalpy economizers vary the amount of outdoor air based on cutdoor 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 reqUITEA ..ot eeere 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 current fire codes, consult with a
professional engineer for remedies.

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

SYSTEMBTOPEIABIE WTHOWEY couseenmimmmammmrem e s W R @ O O
4d, Ensured that supply and return vents are open and unblocked ......coovvvrvnniinn! @ 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

AT U DL moreersasms s i 38 4 R B L O PR TE ST  P O O
4f. Modified existing HVAC systemns 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

e PO e e S SO S RS BB o @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
o SUPpI RIS nmimsn aenmarrmn e T A 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” 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,

OO OIS, P D O PN s coiswwsrsiserantsunss s sssiorausinsssamessissesssriniasissomvisised 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.vuvivviereiicietirii et eassase e st es s st bs bbb s O O

Stand outside the room with the door slightly apen while checking uirflow high and low in
the door opening (see “How to Measure Airflow "),

5c. Ensured that air is flowing toward the exhaust intake .....cocoovvvvioeieee, 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.........cocoeeeciivinnens 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

TTUE 6k inabusmmmomsmrssysmmnssssnontssaenrass s sssssrasns xsss qmisssis 1S amsamsStr s BRSBTS O @ O

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

el an L o mm— 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

lenels i Babledan s wmvnsmsypnmmessors s e o B 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 fevels in Table [ ..o, O @ O

NOTES







8,

4,

. 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,.

Complete the
Checklist.

+ Check the "yes,”
uno’n 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:

thomas verville

Griswold High school
ahu 7

GYM Date Completed: 3-11-25

Homaae yverviils

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 PIAND .o O O

1b. Ensured that the ventilation system was on and operating in “occupied”

4 L I O O

ACTIVITY 1: OBSTRUCTIONS

le.

Id.

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

B e e e e e e @ O O

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

Trequstitly BIOBK 811 THVEROY s e s s nnemsnssassasncssmasningal @ O O

ACTIVITY 2: POLLUTANT SOURCES

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

dELks, and DiS-AHRE ATRAk. s s @ O O
[f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

air-conditioning COOLINE LOWETS) ..vcvoioieiereiiiieiiceecee e @ O O
lg. Resolved any problems with poliutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe} .....coovvinnn ) @ O O
ACTIVITY 3: AIRFLOW
1h. Obtained chemical smoke (or a small picce of tissue paper or light plastic) @ O O
1i. Confirmed that outdoor air is entering the intake appropriately ..o O O

2. SYSTEM CLEANLINESS
ACTIVITY 4: AIR FILTERS

2a.
2b,

26,
24,

Ze,

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

O ) OV SEREIII o cnsssmsmase svs msmamsnt s e b s RS R P T et O O

Vacuumed filter arcas before installing new filters ... vvveveieeeeoveceireres e @ O O
Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the alr e ... .o s nem s s O O
O

Confirmed proper installation of filters (correct direction for airflow)......... | @ O



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

ACCUMUIATITIZ) 1.viieteeeieieee et r vt st s see s e s e rae et ses b e se s e e en s rarbsesaen 8 O

Do, Lleaned dEaiN DA o s s s i T o R )
2h. Checked drain pans for mold and mildew ......ccocovevvii i O

ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ......covvnniiniincciiinnn, @ 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 .......cooevivvceeien e @ O
2 Ensuredthat dUcts. areielen; wuuwmmommemmsanmmmmas s sy ey @ 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; ad suppliescanmmmnsarpas e mmm 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
Fo. Settinieeloe RS ApPIOD ST e s S T

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

THEIM/WEEKENA USEY «eeviiieiiieeeieeie ettt st era s er e b e s e ane 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 ....ooooovevvsiviiinnnns 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) 1vvvvvvvevreeses e ssesssesssssessesesssssseesessse e ssesssssessssns e O O

3j. Set the line pressure at each thermostat and damper actuator at the proper
[evel:noleakape or OBTHNETONSY . cormmemrmnsensms o cospmes smomnsninems v 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

T T2 et e e e e o e P et 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 ... O 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)

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

when the air handler {5 tUrned ON O O

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

thermostat i 8et 10 ST 1viiviie s reieiisisisininr e s e 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 $et 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
serews of bolts are tight .o O @ O
«  Moving parts are free of impediments (e.g., Tust, COTTOSION) ooviviinsrircnsns 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 dumper seems 10 be operating properly.

ACTIVITY 13: FREEZE STATS
1s. Disconnected power to controls (for automatic reset only) to test continuity

ACTOSS FETIHNALIS Luaivveeriveeeeseeseteaterr et is e s s e b 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

EEIPEEY ovvve e evessesissasisisisssianssnsmsisscensssiasivibasseishersmss s st ara s st nd O @ O

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

AULOMALIC TESEE TrEEZE-STALS 1111 veeeerrereriis ittt b 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 {0 42°F

ACTIVITY 14: MIXED AIR THERMOSTATS

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

A ST S I LT PO PO T PP P PSP PP PSP E PP ST TS PER RSSO ol @ O O

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

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

(701 R or:Lonn o] - SRR 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 types of economizers, dry-bulb and enthalpy.
Dry-bulb economizers vary the amount of outdoor air based on outdoar 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 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, 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 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 to 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 ... @ 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 outdoor

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 classroom

ACHVIEIES rrreueeressierienesibesebsseassrnin e b s bbb s e bbb s b0 @ 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:
 [noperable dampers
« Obstructed, leaky, or disconnected ductwork
s 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 1o surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

AJACENT SPACES 1oevrvirivcecinrmins s sraris it s b 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 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 Measwre Airflow” for techniques.

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

LITHE ©oveetieeeuetoss s eaessae e eed et st r AR R e O @ O

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

Uder CONSTACTATION  ..oviii e e siie ettt s s bt 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

Tevels I TABIE Lo sa s s s O @ O
6e. Corrected problems with ventijation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
the recommended levels inTable ..o O @ O

NOTES







Ventilation Checklist

Name: 1 homas Verville
o T Griswold High School
Unit Ventilator/AHU No: ahu8
Room or Area; gy Date Completed: 3-11-25
Signature: ﬁf&W MM-&%/
Instructions
1. Read the JAQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background .
Information for ta. Marked locations of all outdoor air intakes on a small floor pian (for Yes No N/A
this checklist. example, a fire escape floor plan} ... O

1b. Ensured that the ventilation system was on and operating in “occupied”

2. Keep the e T R ———— @ 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 OF COVEES 1euvveereassresestsersesasessasabataasene s raemscessmemeshebasabsbe s et r s et (LS e s a0 @ O O
unit in your schoaol, 1d. Installed corrective devices as necessary (e.g., if snowdrifts or [eaves
as well as a frequently block an intake) oo @ 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
Lf. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
) Chec"k the “yes,” toilet, or laboratory exhaust fans; puddles; and mist from
:no, e " air-conditioning COOUNE tOWEIS) ......ociiiiimrrren s @ O O
not app!acable 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
s e ACTIVITY 3: AIRFLOW

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

1i. Confirmed that outdoor air is entering the intake appropriately ..o
+ Make comments & ake appropoately

in the “Notes”

section as 2. SYSTEM CLEANLINESS
HEERRmaRy: 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 Bl G AW HB SIS ccomnssasmsssssssessomsssvessaommmsmmenssssms s sosssssnsne e bETEHRAR ® O O
IAQ Coordinator. 2¢. Vacuumed filter areas before installing new Filters ... OO

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

around) the AT TIIET oo e @ O O

2e. Confirmed proper instaiiation 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
ACCUIMUIATINE) 1evverioveiasisirmsvesmrirersssss et ieressessrssssssstasaparrsnss cosers st antehstses O O

2g. Cleaned draif PANS ..ot @ O O

2h. Checked drain pans for mold and mildew ... O O

ACTIVITY 6: COILS

7i. Ensured that heating and cooling coils are ClCamn ... @ O

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

(air-mixing chamber and fan blades) is ClEATL. . corersmmnrsnrsssmsnsms A T 8 8 O 8

7k, Ensured that ducts are ClEan ..ot

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 ... 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 QCEUPAILS .n.crsvsissssrssimissssimymsvinsavas senssomessavsa s s Easassanrmny st AR @ 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

T AT (O L) R NIRRT RER R BEEE @ 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

compressor manufacturer’s recommendation (for example, when you

DIOW dOWI hE TAIK 1rvereresereereerrieesmam s s st bbb O O @

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

level (110 leakage or ODSIPUCHONSY (il O O

ACTIVITY 12: OUTDOOR AIR DAMPERS
1k. 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 TNSPECHON evvvevermeermrarssiotirssrsansicsasir s s 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 handler ... O O
30, Checked that the outdoor air damper opens (at least partially with no delay)
when the dir Bandler IS TUINEH O (s ississss s s st ssssed O @ O

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

thermostatis SETLORBEME ...oumesrernrrormssssssssnpenni b S50 R TR SRR B e R ART Y o5Y 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 45F L 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 or bolts aretighto @ O

+  Moving parts are free of impediments (e.g., Tust, COTTOSI0N) ..o O @ O
« FElectrical wire or pneumatic tubing connects to the damper actuator......! O O

+ The outside air thermostat{s) is functioning properly (e.g., in the right
lodtion, calibrated COTEECtIY ). .oupmit i s prm b et 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 LEIMIHTIAIS Loovvvreiereieereereeeriiaarirssssess et e smeenntonaaesessanersensneassaassarbesrrassereed 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

EAPPEY L covcsscscnmsrione snsnrsmmsnssmarsmersns snsssnsnsssnssessesasasssasssns e odf SR SR ETEST S B O @ O

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

AULOMIALIC TESEt TEEEZE-SEALS ivvvieirarerin e i e s st 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

ENAN B5°F 11 1001v0s0vsesmssssssesassseas s s ssenssssmmanstese s oot ecsbssrssinsssssnsssasassassssrs O O

3w. Ensured that the mixed air stat for cooling mode i8 set no lower
than the room thermostat SEINE i @ O O

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

VOCH] DYACTIEES 1 cnoro e 8058 50 s oo B PSR e T v ) 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. Bnsured 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 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 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 ...c.ovviiinieiinmr s () O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles _
between roonts and corridors are TUNCHONING v 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,

11T} o)) | RS SR R R RS O @ O
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 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 ..o 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” 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,

floor joints, PiPe OPEIINES) w.icverseririirri 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
s Obstructed, leaky, or disconnected ductwork
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 fo surrounding spaces,.

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

AJACENE SPACES oot 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

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

T oo O @ O

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

under ConSideration.........cou.wooccccervcmoos 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

1SVEIS 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; .2hU8
Room or Arca: 2% 9YM Date Completed: 3-11-25
Signature: Homaa wernddle
Instructions
1. Read the IAQ

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 FLO0r PIANY (it

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

2. Keep the O svmsusisssscsss avastmmturser sy S R e S T 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, @ O O
each ventilation OF COVEES 11ovumiiirris s stets sttt n e e s e aes s v e bt sn e s a5 ressebese e essr et snassseaenid
unit in your school, 1d. Installed corrective devices as necessary {c.g., if snowdrifts or leaves
as well as a frequentlybloclaimitake) weeesmmmmmmrsmars e T @ O O
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
3. Complete the le. Checked ground-level intakes for pollutant sources (dumpsters, loading
Checf(ﬁst‘ docks, and bus-idling Areas) ..........rwrrrerrsrmisisressresessiesenesesesnnnssseereres e O O
Y Y If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
: Ehe(,;k the “yes, toilet, or laboratory exhaust fans; puddles; and mist from
B9, QF ., aieseord it coBling toWRTS P e S R ® O O
bnotbappéicableh lg. Resolved any problems with pollutant sources located near outdoor air
itgﬁ'\ ?}i'”i;ﬁc intakes (¢.g., relocated dumpster or extended exhaust Pipe) i @ 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
¢ TG CERTAERES i, Confirmed that outdoor air is entering the intake appropriately ...o...oov....... @ 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 BIOWINE AOWNSITEAIM w..vevevevrvereveresocererneremsssoros o eeerreserereserrsresos oosesosesens ® O O
IAQ Coordinator. 2c. Vacuumed filter areas before installing new fIters........cooviimmeiieeesennrennsd ® O 0O

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

EEOULCIHNE ATTIITTON o sy nssssssss eSS R A T @ 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

BCCTIE I e im0 005 E 0000109 e pamsnin it s semsmp s s s s e s s as O O
2g. Cleaned drain PANS ..o e © O
2h. Checked drain pans for mold and mildew ....o..oooveroeeeceeeeeee oo © O
ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils ate clean ... verereieeieeenrens @ O O

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

(air-mixing chamber and fan blades) 15 clean ....oovoveocceeeee e @ O
2k, Enstited thabduetsmareielenn o s ssimasssig g @ 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 partiaily open (minimum position) ...... @ O O
3b. Ensured that minimum position provides adequate outdoor air

FOI QCCUPANTS coviviviiiccec e st an st @ 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) oo @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position ..........cococvvecvciveeiennn.. 9 O
3e. Settimeicloclsappropriateltms ez s (o) O O

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

NIZHWERKEN BSEY (oiviiiriiriei s t e ottt ottt s e @ O O

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

occupied (day) setting and the unoccupied (night) setting .......c.coccoviinrinnenes O O
3h. Checked that the line dryer prevents moisture buildup ....ocoovvviniinrieniennenncn.

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

BIOW AOWN tE TA0K) 1ovvvevevsve oo eosos oo OO

3j. Setthe line pressure at each thermostat and damper actuator at the proper
level (no leakage or ObSEUCHIONS) o.oeoviivriicecci el 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 INSPECHION ©rviviiviereeii et tsb bbbt st ee e een 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 ........cco.oooeviennn) O O

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




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 ... i) O @ O
3o0. Checked that the outdoor air damper opens (at least partially with no delay)
when thesairhandlcrSfummedion s mimmmarws s 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 1S SEL 10 B5%F ..oiiioieirviecvsse 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 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
SCTeWS O DOMS are tght ..o i s eriend O @ O
*  Moving parts are free of impediments (e.g., rust, COrrosion} .......o.coev.n. 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, calibrated COrTeCtly) ..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 LEMMUNAIS Lot 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

EIPPEAY ottt b O @ O

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

avtenTlc BEetTEEIESta o s R e R 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 G5 F e imammsmomime s s L B T S 0B @ O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room therntostat SEHINE «ooivieiiei i, @ O O

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

oAl Pt B oo nr e T S T S S B 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/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) ... @ 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

(B e Tl e (1 L T T O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between rooms and corridors are FURCHOMING v e @ O

NOTE: If ventilation system is closed or blocked (o 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 ..oooivvvirenn ! @ 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 oo O O
4f. Modified existing HVAC systems to incorporate any room or zone fayout

and-population Changesi 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

ACEVIETCS, vvvsrssvnamsmmrovs s s s e T R el 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,

floor joints; PIBe OPEIIHEE sy i s rensaserssssssnssontisns 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 bathreoms, 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

BT P o 0 B S S T BN e

® 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 ..........ccooceveerriene..

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
VAT s s S T 5 0 O S0 P T T
6b. Calculated the number of occupants served (22b) by the ventilation unit
UBAEE CONSTACTATION L.vevviicecei e b ettt
6¢c. Divided outdoor air supply (22a) by the number of occupants (22b) to
determine the existing quantity of outdoor air supply per person (22¢) ...

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

levels i TabIe [ ettt
6¢. Corrected problems with ventilation units that supplied inadequate

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

the recommended levels 10 TADIE Lusaommrrmmsmmsmim i i i,

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,
aswell as a

copy for future
reference.

. Complete 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

Griswold High School
ahu10

Name:

School:

Unit Ventilator/AHU No:
locker room Date Completed:

thoinae verwnidle

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 plan} ..o ) O O
Ib. Ensured that the ventilation system was on and operating in “occupied”

i L T T T O O

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

G TR @ O O

1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves

frequently block an iNake) ..ot eeeene) @ O O

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

docks, and bus-IdlINE Greas) v @ O O
If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

AP ORI CUOL U TOWRETS s st S B saspssmmsmnarsasssmestsssss @ O O
lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) .o.ooveveiciinnenn! @ 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 ....................d @ O O

2. SYSTEM CLEANLINESS

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

B ORI MM SETCATIY. cumosmmmammsmmmmismomm i s o AT U A A T S O O
2¢. Vacuumed filter areas before installing new fIters...o.v v O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

EEdalon: G pidal St il o) NSRS 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
BCOUMIUIATING) sovmusmmmrsonmmmm e s T T S R A s et

2g. Cleaned drain PANS ..o esenressssses e esse s o O

2. Clvecked drin-pans formold anlmilden s e 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

{aimixingchemberand fan blages) ($eleall weosnursmmpmpnnnesimsns O
O

2k, Ensurcd that ducts are CIBRI ..uvveiieeiieieicrisseeeiieeee e ee s e sersssesstas 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 SUPPLES .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 el o L 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

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

g hWeeKe L A8 v s e s v o T R S 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 .......ccocoevvvevvnnn) O O @
3h. Checked that the line dryer prevents moisture buildup ........coccveervreniainionne, O O @
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation {for exampie, when you

Blow down the a0K) v e sse e eeesseer s resrsere O O @

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

level (o lealeage oroBSUCHONE) soormmmmminm e s 10r Frrmeanaparas) 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

FOE INSDECHON om0 TS T umreanananss oo s nensnssnsesan 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 ... iieeiinnns) 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 handler ..o O @ O

3o. Checked that the outdoor air damper opens (at least partially with no delay)
when:themirhandlerlisturnedion vuaummmnmssnams masensnramas O

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

thermostat is SEE10 85%F Loviviircinieiiieircerece e et nene 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
t0:60°F and mixed air thermostat 1556t 10 45°F Liummenesisiimmisin 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
serewsarbolts AeiiEht o A R T O @ O
*  Moving parts are free of impediments (e.g., rusl, COFFOSIONY .......covvev..n! O @ O
*  Electrical wire or pneumatic tubing connects io the damper actuator,......o @ O
* The outside air thermostat(s) is functioning properly (e.g., in the right
location, calibrated COTTECElY) ...oviiiiiciir e O @ O

Proceed to Activities 13-16 if the damper seems to be aperating properiy.

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

EGTORS TETTTTIIRISR o onssmon e rnsinsion o e A R S S A Y AR 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

EEIPDEAY cooiiii ettt O O

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

antomatic resetdrEEre St e S R O o uene sl 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

T s OO ® OO

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

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

106 PIACHIEES siieiiem s s s ke re smssnar s s snss s oot e e s et 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 properly (for outside air, return air,
exhaust/relief air, and recirculated air), per the design specifications............ O O

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



3. CONTROLS FOR 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

01515 161 ER0 R Ca vcta 111 s, o S SO S O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ..........ccoccenmncccecnnnceesd @ 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
systen or operable WIAOWS Y nrayym i s ey 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 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

ATE SO e v e s L T G R B 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 accommeodate classroom

LT T R T P Y| @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air

trom supply terminals coammmnmsnmnenanierE s 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.

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
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 Neo N/A

EE BT B OI0comtcootonstont s A S R O 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 dirflow”).

Sc. Ensured that air is flowing toward the exhaust intake ..o v, 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........cococovviinno, 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

T S S PO O O

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

G L B T 2 () P e SO 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 1 Table Doy o s S AR Bt s sssrssmssonas 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 L., O @ O

NOTES







Instructions

1. Read the JAQ
Backgrounder and
the Background
Information for
this checklist.

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

3. Complete the
Checklist.

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

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

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

Ventilation Checklist

N Thomas Vervilie

School: Griswold High School
ahuli

Unit Ventilator/AHU No;
3114

homaae

3-11-25

Room or Area: 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, adircescapefloorplant s sanemmmmmnsmamsaia
1b. Ensured that the ventilation system was on and operating in “occupied”

D 00, e s s SR L SRS AP 5 AP L R A AR S O O O

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

(3] 101 - RSSO | @ 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 pollutant sources (dumpsters, loading

doeks, and BEssTa N BTEAS Fu o s s e o S @ O O
1f. Checked recftop intakes for polfutant sources (plumbing vents; kitchen,

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

air-conditioning cOOlNZ LOWEIS) ..o @ 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
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.ocovevnn. @ O O

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIRFILTERS
2a. Replaced filters per maintenance schedule ... @ O O

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

DIoWirTe dOWNEtRAT Y srarms e s e R T A B A T @ O O
2c. Vacuumed filter arcas before installing new fIlterS ..o O O
2d. Confirmed proper {it of filters to prevent air from bypassing (flowing

i 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
ACEBIETNIINIG 1rimmssnmmessicnsmsomes e A o S T B el O O

2 Clearied HEam PnE s e s n i it frar s omeme s ST S PR £ A @ O

2k, “Checked drain pansfor-wnld andnilden ;oommesmmssamsissssmissi @ 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 ......cccovviiiiccciicceinnd @ O
2k. Ensured that ducts are Clean ..ot ) @ 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 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 cutdoor air

00 Ee eTof R o\ RSSO TR 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) ...ovevvivveoivinnnns) @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ......covveviiveiiiniendd O 8
3e. Set time clocks approPTiately i

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

167 01 38 el Hs (4 13 O S 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 .....oeervivivreiveninnn) O O @
3h. Checked that the line dryer prevents moisture buifdup ....oveiievniiiniessieenns 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) ..ttt r e e et esea e e e s rreare e O O

3j. Setthe line pressure at each thermostat and damper actuator at the proper
leveliinolealkapeorobst ISR e s S AR O O @

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

o1 T o O O

3m. Ensured that air temperature in the indoor arca(s) served by each
outdoor air damper is within the normal operating range ... ieeieienniand 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 outdoor air damper opens (at least partially with no delay)
wherttheair hamlleris el 0hasammmannnsiamen 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 15EetH0BATE wmmmmum asmmerms s fmrses masss st s s 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 thermostat is set
to 60°F and mixed air thermostat s set to 45°F . 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
SEPCWE 07 HOME AVE B ssrosons sray 5o o0 S T ST VM T s
+  Moving parts are free of impediments (e.g., rust, corrosion) w....n.: O O
+  Eiectrical 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 corretly) oo oo 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

BETOGS CEEFIINATS srvronorsissmnnrormssms s e s o v s o VR S 45995 S0 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 crminamasssiorss s v 5o 0 S S S4B R O o S O @ O

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

OB TESEE TEOE R RIS . oo mnsreenan S A AT S T e 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

R A S A ——— ® O O

3w. Ensured that the mixed air stat for cooling mode is set no lower
thaii e tooil thermOostit SEItING ewom s svvmm srssmmisssres s vmssis) @ O O

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

lGEAT DIECEICES wivsromermmsmmssissmssmmisn i s s e s s 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 enthaipy.
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 teymperature
and humidity 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

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 a8 reqUITEH oooviivei it ve e O @ O
4b. Ensured that passive gravity refief ventilation systems and transfer grilles

between rooms and corridors are functioning .........ccococviiiciinineeersnnnn. 4 @ 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 ..o.oovvvveeen ] @ 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 SUP P s cvmss s e o e R S R 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

VIO 300 7000 1T s e mmen soses e nn s s g a s s owt 4 s et St s st O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air

from supply terminals .cvmmmesmmnsnarsmnnee s @ 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” cyele 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:
* [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

AAJACENT SPACES 111 evivrevteeseier ettt ettt es e ens s s enennead

O®O0

Stand ourside 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

3d. Checked that the exhaust ductwork downstream of the exhaust fan (which is
under positive pressure) is sealed and in good condition.....occivciinnn,

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
UTEITET S0 2 e e e S S S A A S S L O EA T
6b. Calculated the number of occupants served (22b) by the ventilation unit
et RONSIACT AN O svorsvienmwmmssonesnses s vmimsses sy T T T S50
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

lereds 10 TaBIR Licocnosmmmisommsmm e e s e o S e R e
Ge. Corrected problems with ventilation units that supplied inadequate

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

the recommended levels InTable T

O

NOTES







Ventilation Checklist

Thomas Verville

Name:
School: Griswold High School
Unit Ventilator/AHU No: 20412
Room or Area: 3118 Date Completed: 3-11-25
Signature: Z?L/&W p%w%
Instructions
1. Read the [1AQ
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. exampie, a fire escape Floor PIATL) oo ee e O O
Ib. Ensured that the ventilation system was on and operating in “occupied”
2. Keep the o T T ———— @ 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 OTCOVCUS s e s e P O T B S s s @ O O
unit in your school, td. Installed corrective devices as necessary (e.g., if snowdrifts or leaves
as well as a frequently block anm intaKe) ......covveoiviiriiiiesrosisisiee oo @ O O
copy for future
reference. ACTIVITY 2: POLLUTANT SOURCES
3. Complete the le. Checked grounc%—]c—;vel intakes for poltutant sources (dumpsters, loading
Checklist. docks, and bus-fdling ATEas) ... sasiases) @ O O
5 - If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
: E.Ihec:rk the “yes, toilet, or laboratory exhaust fans; puddies; and mist from
T ; alr-conditioning COOLNE LOWETS) 1.vuvvivivsiviieeeceeee e es e ® OO0
Lot appiicab[e lg. Resolved any problems with pollutant sources located near outdoor air
POX bes'ﬁ'e e”ach intakes (e.g., relocated dumpster or extended exhaust pipe) ..........ccccvurennndd @ O O
item. (A "no
response
requires further ACTIVITY 3: AIRFLOW
attention.) Ih. Obtained chemical smoke (or a small piece of tissue paper or light plastic) @ O O
PR X — li. Confirmed that outdoor air is entering the intake appropriately ................... @ O O
in the "Notes”
R o e 2. SYSTEM CLEANLINESS
L ACTIVITY 4: AIR FILTERS
4, Return the checklist 2a. Replaced filters per maintenance schedule ...o..oooooveirvcnveoserse @ O O
portion of this 2b. Shut off ventilation system fans while replacing filters (prevents dirt from
document to the BlOWINE AOWIISIICAIILY ....vvvovovoeoeceosces s eeeeeeso oo ®© OO
IAQ Coordinator. 2¢. Vacuumed filter areas before installing new FIEES oo @ O O

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

2hdsztiits BE T2 R 21 oo 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

ACCUMBIATINE) oiuiiiiiiiii it es e a et e st er s be et tassienes @ O
2. A AR, L T AT v e 5253 53 555 ST B A B TSRS (o) O
2h. Checked drain pans for mold and mildew ... () O
ACTIVITY 6: COILS
2i. Ensured that heating and cooling coils are clean ........covvvnveniiicniinnn, @ 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 ClEAIM iviii e vcsves e esseentseatesssasesbesiessnnssenid

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. sSUPPLES.cmw e S 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

FOT DTCUPATIES oo e bbb @ 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) ......ocoooeeviininn) @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ...ueveeiccvcnns O %
Se. Bt tineiolocks appropiately v s R T s (¢)

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

NIH/WEEKENA HSE) 1viiiriiiiiciiriiieie ettt b are st nrsernea @ 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.ccvevvvveriiann O @
3h. Checked that the line dryer prevents moisture buildup ..ocoooeevevvvcninn i, O @
3i. Replaced control system filters at the compressor inlet based on the

compressor manufacturer’s recommendation {for example, when you

blow: dewmahiedank]. oo s R T T O O O

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

level {no leakage or obSIUCHONS) oo O O @

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

B S BRI BNt oo snrsnommsiionsi o s AR S A T 5 A O O

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

NOTE: It is necessary to enswre 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 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 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

thermostat is $et t0 85°F ..o e srsrsssesssseerene 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

1e:60°F and mixediairthermostal isset ol oo O @ O
3r. H'the outdoor air damper does not move, confirmed the following items:

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

SCrews or Bolts are tIght .o 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 COITECHIY} ..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 LETIMINALS Liviinciciciciiceceierire et ns st a s 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

T T i B G nsnmss st cams ey ps e e A AN S AR e AR R O @ O

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

automatic reset feezesstats. v s s 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 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

L @ O O

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

than the room thermostat SCHING ......ccoiriirerreiieeeeeeese s eer e O O

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

T o ol R T 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 is sat1sf1cd) 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 (imechanical

system.or operable WIndOWS). s it ssnsymssas e @ O O
4d. BEnsured 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 arcas without an outdoor

)5 T R R O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and populAtDmOIATEER .. . e st rsensmans A 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
T TR P TN S i avinis s ottt e i i S PSR i A AV 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 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

AAJACEIE SPACES wvrcvnrmsreresessiorararme it 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¢. Ensured that air is flowing toward the exhaust intake ... O @ O

ACTIVITY 21: EXHAUST DUCTWORK
54. Checked that the exhaust ductwork downstream of the exhaust fan (which is
under positive pressure) is sealed and in good cONAition ..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 cutdoor air supplied (22a} to each ventilation

LIEIEE voeseseessonsnsssesesssmsensandedsssssanss sabasssruaiesani e 2 m e s e A A E AR Y L ra R AT s bR O @ O

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

UNAET CONSTACTAIION «.evvecsticiri ey 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 (228) sl 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 eerisvoeeeeescreiesrsissescecemsrre st eb b bbb 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 Ievels in Table 1. @ O

NOTES







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,
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

Name:
School:  @riswold High School
Unit Ventilator/ AHU No: 80413
manufacturing 3.11-25

Room or Area: Date Completed:

omaa varvele

Signature:

1. OUTDOOR AIR INTAKES

la, Marked focations of ail outdoor air intakes on a small floor plan (for Yes No N/A
exampie,.a.fiteescapeflonl Blan) s armsrs s amn an e n s nn n e En

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

ITIOEE 1o ttiietietiet s ete et et e e e et es e e e e e e e am e st rrear e reteren e e eseareaner e sae e r e e e e eaeae e @ O O

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

O O T oas s S s T TR S e B P T T @ O O

ld. 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

o L L i e g T — @ O O
1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

air-conditioning coOOlNg tOWETS) ...ivvvieciecicccree et @ O O
lg. Resolved any problems with pollutant sources located near outdoor air
intakes {c.g., relocated dumpster or extended exhaust pipe) i @ 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 ...c.o.cocvvnnnnn) @ 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

BEOWERE dOWHSIIRAN v i e s s ST S T S TS B b @ O O
2c. Vacuumed filter areas before installing new filters.....ocvveeevivnieninin) O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

R L A T Ty T S
2e. Confirmed proper installation of filters {correct direction for airflow).......... O 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

ACCUMUIATINIE) .ottt st eae s e teee e eenee s e s O O
P S (e B T o D — 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 ........cccccoverrieeeeereeeenn. @ 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 T8 CIBAM ©ovvvvreieieee et ess e et es et eee s essesste 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 .ooioeeirii st @ 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. cvuiiii et 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) ..o.oovvvveverirennnnn) @ O O

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct POSItion ... O O
O

Je. Set time clocks apProPriately .o e O O
3f. Ensured that settings fit the actual schedule of building use (including

NERYWEEKERA USEY ciiviviiieiiieieieies ettt see s st enete s eerenond @ 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 ..........ococeeivinin, O O
3h. Checked that the line dryer prevents moisture buildup ..o..oooiveverciciinenin O @

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

Ilonsdown HERanki. s e e s R e BT O O @

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no feakage or ODSIUCHIONS) oovivriervercrcreeirine oo, 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 IMSPECHION oottt b O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range ........cooccvoiie... 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........cinid O O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler 18 tUIREd O 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

thETNTOSTIE 18 SEETOIBO F wousivvriipeseaitos oo v st vt s o530 e 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 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 0r bolts are tENE . e O @ O

» Moving parts are free of impediments (e.g., Tust, COTTOSION) oo 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 corrcctEy)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

TS S TB TS e v T o T R SR S A ST S M 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

D O oot o o S S 0 B0 S TSV TS O @ O

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

automatic reset froczcstatso @ 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

EEETL O 57T v i 44055 84555 5555550 S0 P8 A S @ O O

3w, Ensured that the mixed air stat for cooling mode is set no lower
than:the foom thermostat SEHINg wussinimmmnsnimss iy nspi e @ O O

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

IEIE0T DFAGLITIER sormsuesvtnnss e css s omisl e 4o R oy S A 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 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 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 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

PEEOLIN A8 TEGUITCU .o.eiivieirere v st eteesr st se s e ens s ans) O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUnCtioning .........covennvimvarnioninnnnnd @ O

NOTE: If ventilation system is closed or blocked to 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 ....oooooevvevnnn, @ 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

D e e ] O @ O
4f. Modified existing IVAC systems to incorporate any room or zone layout

and population ChaNZEs ... 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 vems .......o.coviecerirenccnn.n | @ O O
4h. Ensured that unit ventilators are quict enough te accommodate classroom

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
FEO e S ARTITHIIATS o communssssmmios wsmsossssassssssssiios i sibi s AT H 0] @ 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) coveceviiireeeeeee 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:
* [Inoperable dampers
» Obstructed, leaky, 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

A RCEESPNTES oo s o T T 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 ..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.......ococvviveeeseinennn, 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

BUUT covssmmmnsrssssscevmnm s ooy oo SRS A T e T S T S T s O @ O

6b. Calculated the number of oceupants served (22b) by the ventifation unit

U EITEOTIR AR THRIOM o cosmimsmmarensssssis nssmssns smmnmss st s SRR TS O @ O
6¢c. Divided outdoor air supply (22a) by the number of occupants (22b) to

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

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

levels inTable T e O @ O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air guantities (22¢) meet
themecomimended levelsiii TableiL vamuennmmssmsnssmsasasanss O @ O

NOTES
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Ventilation Checklist

Name: thomas verville

griswold highschool
ahu14

School:

Unit Ventilator/ AHU No:
cadd Date Completed:

omaa rervily

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, a fire escape floor PIANY oot O O
Ib. Ensured that the ventilation system was on and operating in “occupied”

T R D T R — O O

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

O COVEES svevirmms vy 100 0 et b4 s omansna e A8 L0588t @ O O

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

frequently block an iMAKE) ..o.cvveecveciiiiiiises e @ O O

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

docks, and bus-idling areas) ..o e @ 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) .....vviiuireviiires e et nnd @ O O
lg. Resolved any problems with pollutant sources located near outdoor air

intakes (e.g., relocated dumpster or extended exhaust pipe) ....ococoocoveereen.nn)

ACTIVITY 3: AIRFLOW
Ih. Obtained chemical smoke (or a small picce of tissue paper or light plastic) @ O O

® O O

li. Confirmed that outdoor air is entering the intake appropriately ......oocoo.ooeo0.l

2. SYSTEM CLEANLINESS

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

BlOWING dOWNSITEAINY ..ot ss s s rreearensan O O
2e. Vacuumed filter areas before installing new Filters ..o iveieceeieen @ O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

arornd) the alr FIIEET ittt eneen
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 Ne N/A

i R 11 R S O O

ACTIVITY 6: COILS
2t. 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 €lEaN wvvvreeeeereosesoeoeeoeoooeo,
(®

2k, Ensured that ducts are Clemn ..o ooeeer 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 ... i 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 Rl DTS 0 0 88 W s oA SRS 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.oveovervvnnn.) @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position .........cooevvvveveevo.n, O @
3e. Set time clocks apProPIIALELY oo ovvevieeceieceeeeeeceei oo ees st O O

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

THZhtWEEKENBUSEY cinvrsinairii s sl rrosesssrsssssr s ssesessosansssssssssness sesscorens] @ 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 ..........ccccovvrorerrnn. O O @
3h. Checked that the line dryer prevents moisture buildup .....ooveeccercrinrornn.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) oot O O

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

level (no leakage or OBSITUCHIONS) .....ovvrieies i e O O @
ACTIVITY 12: OUTDOOR AIR DAMPERS _
3k. Ensured that the outdoor air damper is visible for inspection ..........o.ovevns.. O

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

T LT L DT 5 T i rnss s sasosm s s msms e s o3 O O

3m. Ensured that air temperature in the indoor area(s) served by cach _
outdoor air damper is within the normal operating range ........c.co.covvvnernn.., 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

ofishutting off appropeiate alrhandlet o wnremrmm sremoranmmensn e O O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler is turned 0n .o @ Q

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

thermostatls SettoiB5°F wuwasmsranpmn s e Sar BT 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 10 457F L..o..ocivioinicirrncninnd 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 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......! O @ O
*  The outside air thermostat(s) is functioning properly (e.g., in the right
logation, valibrated SOREEt v mmrampm s S T 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
HErOSS IEEMIE]Shmrmmrme 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

RN cocxwvevmnsons ononn vy sess R s T S S S O I g @ O O

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

AULOMALIC 1ESCL [TREZBSEALS ..\iviieiiiieess e se it se et re e st st eeeeanessereeed @ 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

T T, O @ O

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

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

e L . 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 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 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.
Diry-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 retarn or relief fans)
that move outside air indoors continuously operate during occupied Yes No N/A
hours (even when room thermostat is Satisfied) ......oooeoovererroeeeoeeress

NOTE: If fan shuts off when the thermostat is satisfied, adjust control eyele 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

el T E RS T R —— (o) O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fUNCHORINE ..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
gystem or operable WINAOWS) .oovviivi i e raesasn) @ O

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

L . L O @ O

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

and population ChAEES ..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 @ O O
4h. Ensured that unit ventilators are quict encugh to accommodate classroom

i R s e e @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
POt SO VOTIIIIATS cncrii it semmsnsasemensmonssesseras semramsramtsstsssansyosmmas) 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, 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




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
ool £ o NS S S T SV 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 .....c.oooveevevivvveor 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.......ovviieeeenns 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 cutdeor air supplied (22a) to each ventilation

UIHE coo v s s s 750 o o B S BT B A B O O

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

UNAeT CONSIACTALION ....oocvie et 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

levels in Table oo e O @ O
6e. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
fhie recommended. Jevels inTable 1o wmmmmmmsmmmmasmmennnrss s s O @ O

NOTES







3.

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,
as well as a

copy for future
reference.

Complete the
Checkdist.

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

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

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

Ventilation Checklist

Name: ihomas verville

School:  griswold highschool

Unit Ventilatoy AHU No: J@u-1
4000 wing

Ghomaa werwdle

Room or Area: Date Completed: 3-4-25

Signature:

1. OUTDOOR AIR INTAKES

la. Marked locations of all cutdeor 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 “occupied”

T OTE (Sl ey e e e e e e @ O O

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

O OV T S v o e A S A M0 s s e A R L B ST A @ O O

1d. Installed corrective devices as necessary (e.g., if snowdrifts or [eaves

Eeguenilyblock aninfal] oo O O @

ACTIVITY 2: POLLUTANT SOURCES
le. Checked ground-level intakes for poilutant sources {dumpsters, loading
docks, and bus-Idling areas) ..o
Hf. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
toilet, or laboratory exhaust fans; puddlies; and mist from
air-conditloning COONE tOWEIE) .ioi et @ O O
lg. Resolved any problems with poliutant sources located near outdoor air
intakes (e.g., relocated dumpster or extended exhaust pipe) .ovvecoreeeeniennn 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 ...........ooe..... 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
blowing dOWRSITCAI} (...e.icieieeiiee ettt e @ O O

2c. Vacuumed filter areas before installing new filters. ... @ O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

around) the air 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

AEUTTIATITO NS . i s vims e e a8 A RS PR P S i O O
28 Cleaned dral Pans. s e s st ssysaressmsemmsomsirsad] (@) O O
2h. Checked drain pans for mold and mildew .........ooooevvceeiiveveeeesciecrrese e, (o) O O

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

ACTIVITY 7: AIR-HANDLING UNITS, UNIT VENTILATORS

2j. Ensured that the interior of air-handling unit(s) or unit ventilator
(ait-mixing chamber.and fin bladesyiselean wsmmmnmansrsp @ O O

2k. Ensured that ducts a1€ CIEaN .....ccuiviriiesiiinsimmississesisnisiesesesssesestsrsseresenad @ O O

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

2m. Ensured that mechanical rooms and ait-mixing chambers are free of trash,
chemical produets, and SUPPIIES «wooeiviv i 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

Tl 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 ..........ocovoeeernnnn.! O (e)
Je. Set time clocks aPPrOPrIALE]Y . .ooviviveriereiiiresitteceeee et es e O O

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

MZRYWEEKENH USE) L.vovreirirrrciiieis et rest st @ 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 ...........ccooevevernnn.. O O @
3h. Checked that the line dryer prevents moisture buildup ...co..ooocoovooeriorves s O O @

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

BLOW oW the Ta1K) .ottt e ettt ee e O O

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage ot ABRIICHONS]} wimmmemsssmmisie i 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 recircutating relief and/or exhaust dampers are visible

FOr TRSPREIION: o rvsumssserissrmoe oot s S RO VR B meoron) O O

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

ghshoting effapproprateralrbiandlen. .o @ O O
3o. Checked that the outdoor air damper opens (at least partially with no delay)
when the air handler 15 tUrned 01 ..o et O O

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

(E115105 fhok U = O RO O @ O

3q. Ifin cooling mode, checked that the outdoor air damper goes to its minimum
position (without completetly closing) when the room thermostat is set
to 60°F and mixed air thermostat is set t0 45°F ..o.oivvvinnirniicsnnonsinnnnd 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
Serews oF Bolts are HEh ..ot en e O @ O
*  Moving parts are free of impediments (c.g., rust, coOrrosion) .o...oevvevrns: 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
loesiion, valibraled ORI R s ) O @ O

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

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

ACrOSSHErTHNALS « o R R S R S ] O @ O
OR

3t. Confirmed (if applicable) that depressing the manua!l reset button (usuaily
red) trips the freeze stat {clicking sound indicates freeze stat was

L1201 ) ORI D RSSO — @ O O

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

automatic 1eSet fTeeZe-StAS ...t e s ee e e eren s @ 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

ENAN B%F oot bttt O @ O

3w. Ensured that the mixed air stat for cooling mode is set no lower
thanithe room thermoStat SEMT e s T T e pacsd O @ O

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

10CA] PIACHICES ...viviviiiiieeie ettt er 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 properily (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 i $aHSTIEd) 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

perform as reqmred@ O O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles

between rooms and cortidors are TURCHOMNG s s @ 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 ...o.ovovvvereeen.. @ 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 Ty T ——— O O @
4f, Modified existing HVAC systems to incorporate any room or zone layout

and population changes ... 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

ATV OB om0 T AR OO s enpsssssadome s AR e @ O O

4i, Ensured that classrooms are free of uncomfortable drafts produced by air
3T R RS o) o B (20 1311 ool £ 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 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 insialled 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 compured to surrounding spaces).

5b. Checked (using chemical smoke) that air is drawn into the room from Yes No N/A

|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 Meusure Airflow ™),

5c. Ensured that air is flowing toward the exhaust intake .......o.oovoveeeeirvooii, 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 ......covevvovoveeeveei) 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

1. ARN———————————— O O

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

UNAET CONSIARTAION 1..cuiriieneecierescse e s st 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

TS T TDIE 1 ittt s sssmens s ssmmsamvasss mensossievsssss e i mms e v as O @ O
Ge. Corrected problems with ventilation units that supplied inadequate

quantities of outdoor air to ensure that outdoor air quantities (22¢) meet
the esbimeniled Tomebedn Tible | wunmmmespsm ey | O @ O

NOTES







Ventilation Checklist

Name: thomas verville
School:  @riswold highschool
Unit Ventilator/AHU No: fau-2
Room or Area: 3000 wing Date Completed: 3-4-25
Signature:
Instructions
1. Read the IAQ
Backgrounder and 1. OUTDOOR AIR INTAKES
the Background ‘ -
information for la. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A
this checklist, example, a fire escape floor plan) .o O O
1b. Ensured that the ventilation system was on and operating in “occupied”
2. Keep the e s e e @ O O
Background

Information and
make a copy of ACTIVITY 1: OBSTRUCTIONS

this checklist for tc. Ensured that outdoor air intakes are clear of obstructions, debris, clogs,

each ventilation T T BT RO @ O O
unit in your school, 1d. Installed corrective devices as necessary (c.g., il snowdrifts or leaves
as well as a frequently block an INtaKe) ...vveeeeiiiinimic ] 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) ..ot O O @
) . 1f. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,
. ‘(‘Ihecﬂk the “yes, toilet, or laboratory exhaust fans; puddles; and mist from
o or . afrcondiibuing COBURBIIWEIRY. . oowcs e s sy o eivissr s ®© O O
bn otbappcliicableh tg. Resolved any problems with pollutant sources located near outdoor air
ROX eszﬂe e’:'ac intakes (e.g., relocated dumpster or extended exhaust pipe) oo O O @
itemn. {A “no
response
requires further ACTIVITY 3: AIRFLOW
attention.) 1h. Obtained chemical smoke (or a smail 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”
cection 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 0 Py L st R ————— @ O O
IAQ Coordinator. 2¢. Vacuumed filter areas before installing new fiRErs ... ® O O

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

around) the air TIEEr .o @ O O

2e. Confirmed proper instaltation of filters (correct direction for airflow).......... @ O O




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
FOCUTIHNATIHEY cvorvvrevmmenimmrrism i o s B e senem s gm s sl

2g. Cleaned drain PANS .......occoovereeeireniieserisesssessessiss e eos e @ O

2h. Checked drain pans for mold and mildew .........c.ccoceoieiinioiieions e o O
ACTIVITY 6: COILS

2i. Ensured that heating and cooling coils are ¢lean ..o cinvsoninees e, @ O O

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

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

2k. Ensured that ducts are CLEAN ..o iveevieeee e eee e s e ts et 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 C DA THE S o, s b s S SR B S B g hsmna o e e @ O O

ACTIVITY 9: CONTROLS INFORMATION

3o, 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..ooooviiveiinnll @ O O
ACTIVITY 10: CLOCKS, TIMERS, SWITCHES
3d. Turned summer-winter switches to the correct position ..o vveeeeeececaen, O O (e)
3e. Set time clocks appropriately ..o O )

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

P E B AWK S0 Y e i e I e emnna s sopasasas s peapa e sanans petar 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 .....ocooveververiveiainnd O O @
3h. Checked that the line dryer prevents moisture BUildup .......oovvvv.veeeeseeerressson OO

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

I e e I AT N susrmes piussesr s e T R el O O @

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

level {no leakage or ObSITUCHIONS) wviiiiiiciiii s O O @

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

T IOBBCE BT tirss i iihestnnnsnesumsmmsasmssenssssssmapsss msssssmsssens pimts prssi s ssasss s camnssn @ O O

3m. Ensured that air temperature in the indoor area(s) served by each
outdoor air damper is within the normal operating range .......ocoovececvevcienns] @ 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 outdoor air damper opens (at least partially with no delay)
when theais handler 15 turmedion o s B S il O

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

fhermostat 18 52810 B5%F L) 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 ......cvivviaicininiiennennndd 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

SO DOlIGATE Tl s R R0 5 Fanfasenymsnsasprmsntstl 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

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

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

ACTIVITY 13: FREEZE STATS
38, Discommected power to controls (for automatic reset only) to test continuity

ACTOSS LEEMHNAIS woviummivmmmrimvrsssasvsmismssssvese s s e sae oo e s  red 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

DIAEIIIE D cnemsmomommonmnmmsa s R AV @ O O

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

AULOMALIC TESEY TIEEZE-SIAIS c1viiriiveitiieest ettt @ 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

EEEL 507 B ittt snnssessomsssssmsntnass sssnsss sen s s asesss i snnn ton s memssrassssogs ssmas st ey O @ O

3w. Ensured that the mixed air stat for cooling mode is set no lower
tharrthe room thermostabSetting: s s s O @ O

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

10CAL PIACTICES .ottt s res e et et es e r et e e bt besesd 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 is satisfied) ....cooviiroveer e 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 .ottt O
4b. Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are functioning ........cuvevnsisnincineimnnd @ 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) (ovov it eee e en e @ O

4d. Ensured that supply and return vents are open and unblocked ..o.vovveeoevenne. @ 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
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population ChANEES .ovecriiriii s e s s sesesseese 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 .........couvevereeriiienn.. O O @
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

ST U v o s S O TS T e s hasasmsgsameyssepo sl @ O O

4i. Ensured that classrooms are free of uncomfortable drafts produced by air
1F0 SUDPIY TERIDANE oo omsomomssessm e e 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 OPEIIIES) oveivervririrrierieee e s esmrrsse s sscretet e e s 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
s Obstructed, leaky, or disconnected ductwork
« Undersized or improperly installed fun
* 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 Mo N/A

R o SR —— 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 .....ocooeeeveeeicciecicinennen, 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

LT R O U O ® O

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

GIdEr COnSIdetaioN u s emsrmom ey s O ® 0O
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 ATR QUANTITIES
6d. Compared the existing outdoor air per person (22c) to the recommended

levels inTable Bermrmarmmen s snpm e B R R 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 L. @ 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:  gfiswold soule street acad.

Room or Arca:

thomas verville

building wide Date Completed: 2-24-25

homas verviZe

Signature:
1. BUILDING MAINTENANCE SUPPLIES

Yes No N/A
la. Develaped appropriate procedures and stocked supplies for spill control ... @
b, Reviewed supply Jahels o @ O O
tc. Ensured that air from chemical and trash storage arcas vents to

EHE QUEAOBTS ... vocnmrmsmnms e s salindoed T0ET S5 0 A TR DA S AR T ¥R SRR AR @ O O

1d. Stored chemical products and supplies in sealed, clearly labeled

T LA TETC I ey v s s 4 o 4w G V4 R S s IRUOPPTOURRRS. O O
le. Researched and selected the safest products available ..o @ O O
1f. Ensured that supplies are being used according to manufacturers’

instructions..... PP .................... g ....................... g ............................................... @ O O
lg. Ensured that chemicals, chemical-containing wastes, and containers are

disposed of according to manufacturers’ NSITUCHONS oo @ O O
1h. Substituted less- or non-hazardous materials (where possible} ..o @ O O
1i. Scheduled work involving odorous or hazardous chemicals for periods

when the school 18 UBOCCUPIE .oiv it @ O O
1j. Ventilated affected areas during and after the use of odorous or

hazardous ChemICalS « i @ O O
2. GROUNDS MAINTENANCE SUPPLIES
2a. Stored grounds maintenance supplies in appropriate area(s) ..., @ O O
2b. Ensured that supplies are used and stored according to manufacturers’

TTESEEUCHIONIS 1. vvveveeeeeseeensss asseseenseetsssomb s s rae b a b ER s e e bt er bbb a0 @ O O
2¢. Established and followed procedures to minimize exposure to fumes

FIOM SUPPLIES 11overrimieivirimsisiniinis s ris s e s i asas s st s s a et @ O O
2d. Reviewed and followed manufacturers’ guidelines for maintenance .............. 8
2e. Replaced portable gas cans with low-emiSSION CaNS .ovvomimcsiemminninnnsd
2f. Stored chemical products and supplies in scaled, clearly-labeled

COIAIIIETS .vvvvrsnones o saanssmnsssenssssnsn e bR IE T TSR RN P B0 e e @ O O
2¢. Ensured that chemicals, chemical-containing wastes, and containers are

disposed of according to manufacturers” INStrUCHONS ...ovvvivmcriinsind @ O O
3. DUST CONTROL
3a. Installed and maintained barrier mats for entrances ... @ O O
3b. Used high efficiency vacuum DEES ... @ O O
3e. Used proper dusting techniques .o O o
3d. Wrapped feather dusters with a dust cloth ..o O O @
3e. Cleaned air return grilles and air SUPPLY VENS «o.vocrmrmeiiinininimersnn e © O O



4a,
4b,
de.

5a.
5b.
5¢.

Ga.
6b,

6c.

od.

te.

of.

Z.

Ta,
7h.
Tc.
7d.

8.

8a.

FLOOR CLEANING

Established and followed schedule for vacuuming and mopping floors..........
Cleaned spills on floors promptly (88 NECESSATY) o.oviviriiiriieeereresre oo,
Performed restorative maintenance (as nNeCesSary) .o nenrisecerereenee,

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.oooovvveeivvcoiririveeen

MOISTURE, LEAKS, AND SPILLS
Checked for moldy 0dOrs .o e @ O O

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

INGICATE PEHHOIC ICRKS) w..vvvvverrorsrvosrsersesesssessesseeseeseeeeeeeeeeeeeeeeeses oo ONON®.

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

locker rooms, and DATATOOMISY «..vevv et @ O O

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

L L T——— @ O O

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

Tee Of COMAENSALE oot e e @ O O

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

Indoor areas near known roof or wall 18aKs ..o 8 8 O

Walls around leaky or broken Windows ..o
Floors and ceilings under plumbing ..o i)

Duct interiors near humidifiers, cooling coils, and outdoor air intakes .........
COMBUSTION APPLIANCES

Checked for odors from combustion appliances ........ocvceoviierieinroecee i) .
Checked appliances for backdrafting (using chemical smoke) .........ococoeon.. :
Inspected exhaust components for leaks, disconnections, or deterioration ... {®
Inspected flue components for corrosion and S00t e

PEST CONTROL
Completed the Integrated Pest Management Checklist...........cooevevivvivininn, @ 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 1AQ
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 (FPM) ..o @ O O
2. DESIGNATING PEST MANAGEMENT ROLES
2a. Assigned and trained a qualified person to be the pest manager ..o @ O O
2b. Involved decision makess in the IPM Program ... @ O O
9¢. Educated students and staff (the occupants of the building) about IPM

and asked them to keep their areas clean and free of clutter < @ O O
2d. Encouraged parents to learn about IPM practices and implement them

ARG ... o e s s st e LT e @ O O
Je. Developed a program to educate and train all [IPM PArticipants ... @ O O
2f. Inctuded language about IPM into contracts with pest management

PYOTESSIONAS 1uvieusviearisisessmeesinssismmsesams e st R @ O O
3. SETTING PEST MANAGEMENT OBJECTIVES
3a. Set appropriate pest management objectives for school buildings (such as

preventing pests from interfering with students’ learning envirenment

and preserving the integrity of the building SHUCEITE) oy @ O O
3b. Set appropriate pest management objectives for school grounds (such as

providing safe playing 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 @ O O
4b. Identified potential pest habitats in buildings and arOUNdS apsmm e @ O O
4c. Pinpointed the source of any current pest PLOBIEIMS oot @ O O
4d. Monitored to determine the extent of pest problems and to estimate pest

POPULALIONS ...vvumseriionssssssssassssiorssesssssiaras dhtaea s s sas s s s @ O O
4e. Developed plans to modify habitat (for example, exclusion, repair, and

sanitation efforts) fo prevent or resolve any pest problems . @ O O
4f. Established a monitoring program that consists of routine inspections to

estimate pest population levels and identify evidence of pests and

POtEntial RADITAL .ov.visisiessesussiisss st st @ O O



Sa.

5b.

5¢,

6.

SETTING ACTION THRESHOLDS

Evaluated all available data obtained through inspecting, identifying,

A O O e e B B s e b BB e o B R T B Bt

Determined how many pests the school buildings, grounds, and

OECUTATTESTCANT O RIS s emssessrsssmsacesscssmessens s s e85 B R AR
Set actionthresholdy s menmems e nsamsnnns e s anes

PREVENTIVE STRATEGIES

INDOOR SITES
Implemented appropriate strategies to prevent pests from inhabiting the following areas:

64,

7a,

7b.

de

7d.

Te.

7T

1g.

BRIV WAVE .. i a5 e s s nsts s s mas simss nms prs pams s s s s e e
BT | AUSTGETOTIAS) s T4 S5 S 5600 3 O S S 550
* GYIMNASIINS Lcomirite it ae s e se s ns e
8 L B P01 O TS st s B s S50 3 5 S G0 BN
LI ) T SRRSO U TR UTRU RO PSSRSOV
LAY TOMITIIES susrounsronsmawssos s s T S AR RS G0
< BANTOOIES oo T Benmnsms s s nsioadionsihnrdhe sumsros s iiiesn fu RN B
s Fogd preparation A Serving AEEES .o i commmommmnmssm s i st
» Rooms with extensive plumbing ...
L RN { AR BRTe o | ol £ DR A PSP —————

o3 5 T L0 £ R R A TR ISR
» Lawns and athletic fields ...
» Teaching gardens of SreenfOUSES vt
O 76T (ol hy 1salnled < SRR SRS R,
o DI I EEC IS o ST R s e R TR e T B
« Areas with ornamental shrubs and trees ...,

PESTICIDE USE AND STORAGE

Explored alternative pest management methods before concluding that

pesticides WEIE TECESEATY. 1. o vvorssssnssrsmmmsstrssnsnsssasssssemsusmmssnspasasssnsnssssnsasas

Ensured that pest management professionals integrate IPM into their

pest managenment Methodsic maammamss e 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 ...

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 HE T s snsns e o rsns s s a0 S A SRS
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 .o

Yes No N/A

® 0O

00
NoXeXe,

® O 0O

MOROR®
© O O
HOROR®)




7h,
7i.
75
7k.

71

7m.

Tn.
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

U R (o1 1 T 0T TR PO SRR | O O

Applied pesticides when occupants were not present or in areas where

they would not be exposed to the chemicals .ol @ O O
Ensured that school oceupants (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

THEGUEE [EHEES.. s i S o S B T T B P e @ o O

Kept copies of current pesticide labels and information on pesticides

BASIY ACCETRIIIEE omscinansmmvvvississ s ammimns i s s o s R o AT S @ O O

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

degianared PerSOnae nm o s S T R @ O O

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

ENCECTIVITOTIIINEIIE woovuonnanmusms om0 s R S A AT KRS AR @ 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 lids

AREISEERTELY FASTOME A neirnosomonmnrvmsmimromm s s s s smoA A s @ O O
Ensured that air in the storage space cannot mix with the air in the central

NETTIATION SYSTEITE oo e v e s o T B S S o @ 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 requirements are Maintained ... @ O O
Ensured that each log book contains the following items:

+Copyof the gestmanagenienbplan .. it i O
« Service schedules for maintenance of buildings and grounds ..ol 8 8
»Cimrent: EPAzrepistered Iabelsi s v masmmssimismmim oo (o)

« Current Matetial Safety Data Sheets (MSDS) for each pesticide project...(®) (O O
+Pest supveillanoe dataisheslsi it st i 8 8

+ Diagram noting the location of pest activity, traps, and bait stations.........., 8

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 o) @ O O
1. Read the IAQ 1b. Ensured there are no obstructions blocking air intakes ..........ccooooooiviveieenn.l) ® OO
iicg% ;i;?gj;:nd lc. Checked for nests and droppings near outdoor air intakes ...........co.cooevvernnne. ®© O O

[tarratan te id. Determingd‘that dumpsters are located away from doors, windows, and
ihis chookhst: outdoor air mtal;<es e o e @ 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 1f. Ensured that vehicles avoid idling near outdoor air intakes ............cccc.........d ® OO
Information and lo. Minimizedpestieide applioninn s ®© OO

make a copy of
the checklist for
future reference.

lh. Ensured that there is proper drainage away from the building (including

EOCTUOWISPOMINT ..o oo senns sonssnmonimssm s s s i e i A @ O O

1, Ensured that sprinklers spray away from the building and outdoor

3. Complete the QT EIIEAKES 1orvvvvevevcsceeveseess ettt tee st esssscesensereeeens s ® OO
Checklist. 1j. Ensured that walk-off mats are used at exterior entrances and that
+ Check the “yes,” they are cleaned 1egUIATIY ..ottt srer e et essstsreere ] @ 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).
respanse 2a. Ensured that the roof is in good condition ...........cococeoivicieecorcieeeeeee ) © OO
FecjLE g further 2b. Checked for evidence of water ponding ....c.o.oocovviveinieioieiene i e
AMRITOR.) 2¢. Checked that ventilation units operate properly (air flows in) ...oocoieeiinnn % 8 8
» Make comments 2d. Ensured that exhaust fans operate properly (air flows out).......cooocoovereicinnnnd! o O O
in the "Notes” 2e. Ensured that air intakes remain open, even at minimum setting ................... ® OO
stcllon as 2f. Checked for nests and droppings near outdoor air intakes ......ccveineiinnnd @ O O
2o iy 2g. Ensured that air from plumbing stacks and exhaust outlets flows away
4. Return the checklist T 0N O DT AMMTNETRES . cmansurenemssomsensssmesnsermonsme s s s o] @ O O
portion of this
document to the
IAQ Coordinator. Ao ATEE
3a. Checked for evidence of roof and plumbing leaks@ O O
3b. Checked for birds and animal DESIS vveieesicrese e s @ O O

4. GENERAL CONSIDERATIONS

4a. Ensured that temperature and humidity are maintained within
ACCEPIABLE TANZES 1o ireretiiriiisesecrr et et b e s be s e ebe b e e et bnd (e) 8
4b. Ensured that no obstructions exist in supply and exhaust vents .................... o
4c. Checked fOr 0GOS ...vviviiriieeeeeeeese e et © O
4d. Checked for signs of mold and mildew growth ... (o) O O




4. GENERAL CONSIDERATIONS (continued)
de.

4f.

4g.

b

5a.
Sb.

6a.

6b.

6e.
6d.

7a.
7b.
Hio,
7d.

8a.

8b.

Checked for signs of water damage .., @ O O
Checked for evidence of pests and obvious food sources .. @ O O
® O O

Noted and reviewed all concerns from school occupants ....coveciiinenennnnd

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 ... @ O O
MAINTENANCE SUPPLIES

Ensured that chemicals are used only with adequate ventilation and when

blding isunoteupieds s s s nmres e s e @ O O
Ensured that vents in chemical and trash storage areas are operating

PIOPCITY oveiiemiitit et @ O O
Ensured that portable fuel containers are properly closed ....oovvviciiiniiea! @ 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 .o )

Ensured that combustion appliances have flues or exhaust hoods ................

Checked for leaks, disconnections, and deterioration ......ocvveeeveiveeeioreecrieerad @ 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 hAZaTd) ..............ccoorioioooroeoioroveecsererimesererieoriers] ®© O O
Determined date of 1ast radomn test . ... @ O O

NOTES




Waste Management Checklist

Name: 1 homas Verville
school:  driswold soule street acad.

: If. Ensured appropriate location of dumpsters {i.e., away from air intakes,
Infermation and ; ) ) s .
make a copy of doors, and operable windows in relation to prevailing winds) ..o
thie chicoklisr Tor lg. Ensured waste C(?ntamers areempticd TeBBlarhy v smnmmmunsmnmad
future reference. 1h. Ensured appropriate waste removal $ChedULe ...o.oievevccciveeee e
1i. Ensured waste is stored in a well-ventilated room ..o |
1j. Ensured any exhaust fans in the room are operating properly ...,
1k, Checked waste storage areas for adors, contaminents, or signs of vermin ...

Roont or Area: building wide Date Completed: 2-24-75
_ ﬁﬁi%h@aazfouzﬁowzééz
Signature:
: 1. WASTE MANAGEMENT
Instructions Yes No N/A
la. Ensured that waste containers are appropriate for use (for example,
1. Read the /AQ food waste containers should have Hds) ..o e @ O O
Backgrounder and . .
the Background Ib. Ensured that waste containers are lined .........cccoveonnnrnioiniminindd ® O O
; le. Ensured that waste from art, science, vocational classes, etc., are
Information for
: : LiE (TR s ) T @ O O
this checklist.
1d. Labeled recycling bins clearly ..o @
2. EZiEgtroeun q te. Ensured number of bins and dumpsters is adequate ........oovoecvevviviionnecenenn | @

3. Complete the
Checklist.

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

00000,
O0O0000 OO
OO0O000O OO

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

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







Instructions

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

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

3. Complete the
Checklist.

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

» Make comments
inthe “Notes”
section as
necessary,

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

Ventilation Checklist

Kapes Thomas Verville

School:  Soule street

Unit Ventilator/AHU No: AHU1

Room or Area: building Date Completed:

Signature: omaa varniile

3-11-25

1. OUTDOOR AIR INTAKES

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

example; wieeswape oot Plan) wworrmnsmsrramsoR S G B O O

1b. Ensured that the ventilation system was on and operating in “occupied”

IO Lottt e ee et ettt et et e et enee ettt e sresernnns] @ O O

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

O e T T, @ O O

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

frequently block an INtake) w1 @ O O

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

docks, and blissrdl B ateas) e s e s s 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 LOWETS) ..o it @ O O

lg. Resolved any problems with poliutant sources located near outdoer air
intakes (e.g., relocated dumpster or extended exhaust pipe} ..o, @ 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 .........cc.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

blowing downSEEIT) ieem s o i F 5 11 Hars s sannsssssnsmcesal @ O O
2¢, Vacuumed filter areas before installing new FIlters ..o v iiviie i) O O
2d. Confirmed proper fit of filters to prevent air from bypassing (flowing

ArOENA Yt he A TS i o i T 50050 s sams smsnnt s peisesaasmsr s ans O O
@)

2e. Confirmed proper installation of filters (correct direction for airflow).........! @ 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 voceieinersiisisoriasiirierersses e sbss bbb O O
2g. Cleaned drain PANS ....overmrerereesn s e 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 AT CIEATI .uiiiviniiree et 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 SUpphles ..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

FOT DECUPAIIS 1 vuesesiirnosiaieserenssbiaiessbaness s se s s s s b oL e st @ 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

3d. 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

TS ST VAT NCh s L) PRSPPSO MR RS @ 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 it O O

3j. Set the line pressure at each thermostat and damper actuator at the proper
level (no leakage or OBSHUCHONS) 1oviierremi e O O @

ACTIVITY 12: OUTDOOR AIR DAMPERS _
k. 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

01153011002 10) 1 SRRSO R VTIPS O o

3m. Ensured that air temperature in the indoor area(s) served by each _
outdoor air damper is within the normal operating 1ange ... O O

NOTE: It is necessary to ensure that the damper is operating properly and within the normal
Fange 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 handier 1 trned 071 .o O O

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

theTmOStat 18 SET 10 83°F Lo e et reseretes e en O @ O

3q. If in cooling mode, checked that the outdoor air damper goes to its minimum
position (without coinpletely closing) when the room therntostat is set
to60°F and mixedair-thermosiat issel 1od37F 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
sCrews OF bolts are HEht .o O @ O
*  Moving parts are free of impediments (e.g., rust, corrosion) ........c......... 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 COITECIY) ..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 ..ot ea st es s em e 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

TIPPEAY 1ottt O @ O

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

dutontatic resetiieene-StE . nommommrms s R T 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 fripped. 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

thati B57F cmmprrmmnm s o S S s ) @ O O

3w. Ensured that the mixed air stat for cooling mede is set no lower
than the room thermostat SEHING ..oovvivecciei e @ O O

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

e et o e (o T 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/rettef 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) ...

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 ..vviiim s 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

AT SUPPLY Lot O @ O
4f. Modified existing HVAC systems to incorporate any room or zone layout

and population CHANEES .oovrriiiiereersisere e 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

TEHIVITIDE sosvnenssnnsonsmnsemnmemmenrorsrnnsmsnnsssssmas ey e DI T S S By 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
o Obstructed, leaky, or disconnected ductwork
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

AJACEIIE SPACES 1.vevvretereemr et e st e e v s s e et r et n e st bt

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 ......coocoeeieviiiiecciiinnn 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 ...

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
LS PO O OO UOORU USROS
6b. Calculated the number of occupants served (22b) by the ventilation unit
IS CONSTABTA O wsssawsssvmmrwscsmes suss s sy 4350506383 T ST T asae TR
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

Levels i TABEE L cmmimmenasinssemsonom s s s i s ss i
6¢. Corrected problems with ventilation units that supplied iadequate

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

the recommended levels in Table 1o

L@ L

NOTES







Instructions

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

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

3. Complete the
Checklist.

* Check the “yes,”
“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.

Food Service Checklist

Name:
School:

Room or Area:

Signature:

Griswold Public Schools
Griswold Elementary School

Kitchen Date Complete

4 314125

2a.
2b.
2c.

2d.
2e.

2f:

3a.
3b.
3c.

3d.
3e.

. COOKING AREA
. Determined that local exhaust fans operate properly (note if fans are § No I\é\

EXCESSIVELY NOISY) Luiriiiuiriiiiiriisinrensernisressssesssssresassnssssssssesssersessarasssassessessasasnd

. Checked for odors near cooking, preparation, and eating areas ....................!
. Ensured that exhaust fans are used whenever cooking, washing dishes,

BT CIBHRIIT o st s B s R T A s st anesr e asasisatond
. Determined that gas appliances function properly ........cccoevvievicrinreeriininnd
. Verified that gas appliances are vented outdoors .......coceeoverveveniieeseisiennn!

Ensured there are no combustion gas or natural gas odors, leaks, back-
drafting, or headaches when gas appliances are used .........coocovveireiiinicieinnnn! 8

. Ensured that kitchen is clean after USe .......ccccocovevivvenirnnenses e
. Checked for signs of microbiological 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

ttiethiod Of SEPIEEION v o S s s @ O O

Verified the kitchen is free of plumbing and ceiling leaks (signs include
stains, discoloration, and damp AI€aS) .......cc.cceriererriiirneriierrnise e

FOOD HANDLING AND STORAGE

Checked food preparation, cooking, and storage areas for signs of insects

and vermin (for example, feces or emMains) ..........ccovvvviiiinii, @ O o
Stored leftovers in well-sealed containers with no traces of food on outside

3 T T a—

Ensured that food preparation, cooking, and storage practices are sanitary ..

Disposed of food scraps properly and removed crumbs .......cccoovvvevieierinnnnd

Cleaned counters with soap and water or a disinfectant (according to

SCHOO] POLICY) iuviieiririiiiriii e e @ O O

Swept and wet mopped TlO0TS ...c.viiiiciiiiiesic s @ O O
WASTE MANAGEMENT

Selected and placed waste in appropriate CONtainers .......cocoveveveereriiiririrennnnd

Ensured that containers’ lids are securely closed ........cccocoeviiiiiiieiiciinnd)

Separated food waste and food-contaminated items from other wastes,

T OBTBE see oo v v T S T T R T T e B T M b

Stored waste containers in a well-ventilated area ..........ccocereereiiniiiieninrennnn) 8 8 8
Ensured that dumpsters are properly located (away from air intake

vents, operable windows, and food service doors in relation to

BrevEINE WINGRY, .mmmsmmrmssasas s e T o S R e @ 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 KICHEN (oot
, — = & >
NOTES Ne Fing PINECD NI Co RReECTWE ACTioN iNseEped P il TS
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Instructions

1. Read the IAC
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
reguires further
attention.)

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

portion of this
document to the
|IAQ 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,

21,

3a.
3b.
3e,

3d,
3¢,

. COOKING AREA

Determined that local exhaust fans operate properly (note if fans are Yes No N/A
e eSSIVElY MOTSY .o o N TS g

. Checked for odors near cooking, preparation, and eating areas ...................
. Ensured that exhaust fans are used whenever cooking, washing dishes,

AT CIEAMITEIE, cesmmcovaamormamsosesse e msaes s 50 4 3 N S SRR AT ES SHT
. Determined that gas appliances function properly ... ircvvcvnirnicinnd
Verified that gas appliances are vented oUtdOOS ..vvve e

Ensured there are no combustion gas or natural gas odors, leaks, back-

drafting, or headaches when gas appliances are used .....ovvvvveieiiiecnieenn)

Ensured that kitchen is clean after use ..o isiiicivirecrensesnind

Checked for signs of microbiological 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

170343 074 () S2o) o3 et L 1 NSV O O @ O o
Verified the kitchen is free of plumbing and ceiling leaks (signs include
stains, discoloration, and damp Areas) ... @ O O

FOOD HANDLING AND STORAGE

Checked food preparation, cooking, and storage areas for signs of insects
and vermin (for example, feces Or TEMAMS) v ieieeiee i)
Stored leftovers in well-sealed containers with no traces of food on outside

DB T e e e s e e e (o)

Cleaned counters with soap and water or a disinfectant (according to
S0 PO B e o e e O B T b 7 et et S
Swept and wet mopped flOOTS ..o

WASTE MANAGEMENT

Selected and placed waste in appropriate cOntainers .........oovvviviiisieeennnd 8 8
Ensured that containers’ lids are securely closed ..o (o)

Separated food waste and food-contaminated items from other wastes,

R e e e e s e e e e )

Stored waste containers in a well-ventilated area ... % 8 8
Ensured that dumpsters are properly located (away from air intake

vents, operable windows, and food service doors in relation to

PIEVALINE WILAS) Lovivviciviiesic st sr e et s en e e e et eseeen et soenrened O O



4. DELIVERIES

Yes N
4a. Instructed vendors to avoid idling their engines during deliveries @)
4b. Posted a sign prohibiting vehicles from idling their engines in

FECCIVIIALEAS owsummsvirvastoossssins s v s e o Ty P O T Y O RN @ Q O

4c. Ensured that doors or air barriers are closed between receiving area

BT AICHET ..o oomseemsnmsmenmmomessssssemes s asspsm samsssms pensamms s smsasasmoympamr s sses s saess ot @ o O

NOTES »e Feopwes  Tar  @edodllll  Co QRestons ey Q

£
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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.

. Complete the
Checklist.

+ Check the "yes,”
"no,” or
“not applicable”
bhox 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

Date Completed: 317125

1j.

2a.
2b.
2c.
2d;
2e.

2f.

&

3a.
3b.
3

3d.
3e,

. Determined that gas appliances function properly .o !

. Ensured that kitchen is clean after Use ...
. 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 N/A
EXCESSIVEIY TIOISYY teoeiiiricie st es e s srs e %

. Checked for odors near cooking, preparation, and eating areas ...........vvove.0)

Ensured that exhaust fans are used whenever cooking, washing dishes,
and CIEANINE 1ttt et aseaats s ) »

Verified that gas appliances are vented outdoors ..ovveeereeveicneece i)
Ensured there are no combustion gas or natural gas odors, leaks, back-
drafting, or headaches when gas appliances are used ......ccoovereeceriieian)

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 apPliCAtION .o s eenan) @ O O

Verified the kitchen is free of plumbing and ceiling leaks (signs include
stains, discoloration, and damp areas) .....vveeceiiiienee e

FOOD HANDLING AND STORAGE

Checked food preparation, cooking, and storage areas for signs of insects
and vermin (for example, feces or remMaing) ... vvcciiiiiene e,
Stored leftovers in well-sealed containers with no traces of food on outside
S O e T T T TV R R E0ERE, B s e AR PR AR

Ensured that food preparation, cooking, and storage practices are sanitary ..

Disposed of food scraps properly and removed crumbs oo,

Cleaned counters with soap and water or a disinfectant {according to

<ol Curo) Lo ol e, USRS @ O O

Swept and wet mopped flOorS s @ O O
WASTE MANAGEMENT

Selected and placed waste in appropriate CONIAINGTS oo iceeieeneeerennnn)

Ensured that containers’ lids are securely closed ...

Separated food waste and food-contaminated items from other wastes,

EEDESSIBLE v e S e T S F A UEA s P mamnstes s 420888 88 0 @ 8 8
Stored waste containers in a well-ventilated area .......coovecvvnirivernneveannnn) @

Ensured that dumpsters are properly located (away from air intake

vents, operable windows, and food service doors in relation to

PrEvAIlInPIVINGS) oo smmm s R B R T e TR T e @ O O



4. DELIVERIES

Yes N
4a. Instructed vendors to avoid idling their engines during deliveries ................) @ '8 6
4b. Posted a sign prohibiting vehicles from idling their engines in

TRV AT AR, s e I 0 s oo esm a0 T A A AR AR SR A5 @ O O

4c. Ensured that doors or air barriers are closed between receiving area

A KICRI oo ceseeserese e ssesseessreesese s s ONOX®)
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