Building and Grounds
Maintenance Checklist

Name: E{\f\m‘ C O !A\\(I\ (ZM

\ =
. &
School: [ AD "}ff}/\ 2

3

Room or émre.}f;’u" h‘em e

Signature: f) // / / Z

g, Date Completed: (/:.11(//?) (&gﬂm

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 raeference.

3. Complete the
Checklist.

« Check the "yes,”
uno’u 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.

1. BUILDING MAINTENANCE SUPPLIES

Yes No N/A
la. Developed appropriate procedures and stocked supplies for spill control ... & O 0O -
Ib. Reviewed supply 1abels ... .cooieviieir s e ssrnsssesssscnssansons wm a Q
le. Ensured that air from chemical and trash storage areas vents fo

the outdoors?ﬁ a 0
1d. Stored chemical products and supplies in sealed, clearly labeled

COMEAINETS 111sivisirieinine s iisssssssmss et i ed e serr s e s bt ben g bbb bt merasamsesmsbn et 1es a 0
le. Researched and selected the safest products available ......o.vceverevnrrrennrernnenns E - a Qa
If. Ensured that supplies are being used according to manufacturers’

IDSHUCHIONE 1v.viririris sttt es et s et e et e s b bbbt /&L Q O
1g. Ensured that chemicals, chemical-containing wastes, and containers are

disposed of according to manufacturers’ instructions .......ccoeovisirsnmnmnn -8 a
1h. Substituted less- or non-hazardous materials (where possible) ......ocvcceernvnes ;’ a
li. Scheduled work involving odorous or hazardous chemicals for periods

when the 8chool 8 MNOCEUPIED ...covvvrir it v sesssses ?Q a 4a
1j. Ventilated affected areas during and after the use of oderous or )

hazardous chemicals ... e e F’ g Q
2. GROUNDS MAINTENANCE SUPPLIES
2a. Stored grounds maintenance snpplies in appropriate 81eas) .....covveiceeriiinns 5§ [
2b, Ensured that supplies are used and stored according to manufaciurers’

INSHBCHONE 1oriieinsis s ren bt es b e e bbbt sts bbb s bbb bbb ans p‘ 0 0
2c. Established and followed procedures to minimize exposure to fumes

O SUPPHES 1oerr ittt ittt m e em e e gen g e a s e e g an e e e nnen s ﬁ o Q
2d. Reviewed and followed manufacturers’ guidelines for maintenance ............. }1 a 4a
2e. Replaced portable gas cans with low-emission cans ...t 9\ o g
2f, Stored chemical products and supplies in sealed, clearly-labeled

COMEAIIIETS o.oeeciei e i cesre s eeecsrerie st st sme s e s e aa e et sane s sreraneatsab s rasrenbantreasenrnsens E g a
2g. Ensured that chemicals, chemical-containing wastes, and containers are 4

disposed of according to manufacturers’ INSIUCHONS .1evvveveririieararerrennsrsereninns }Q g o
3. DUST CONTROL
3a. Installed and maintained barrier mats for enfrances >SL a a
3b. Used high efficiency vacuum DAgs ......coieeeereeniineennennenne e ssesemreracsssrarens [0 o
3c. Used proper dusting technigqUes ....occneeeciceioiie eyt > a0
3d. Wrapped feather dusters with a dust cloth ..o a
3e. Cleaned air return grilles and air supply vents O 0O




4. FLOOR CLEANING

Yes No N/A
4a. Established and followed schedule for vacuuming and mopping floors......... ‘% Q 0
4b. Cleaned spills on floors promptly (2s necessary) ,ET a O
4¢. Performed restorative maintenance (S DECESSATY) ...oviieciercmecenintinisiisinsrns ?i a a

5. DRAIN TRAPS Ao \/\6 -
5a, Poured water down floor drains ogc{g’ p;b;élﬁabgﬁlel quart of water) .....50

a u
5b. Ran water in sinks at least once per week (about 2 cups of water)............... " 0 a
5¢. Flushed toilets once each week (if not used regularly) .o, -0 Q

6. MOISTURE, LEAKS, AND SPILLS

6a. Checked for MOIAY 0GOTS ....vuueevvcirirsiserasscsrenssssse st ssesessesssrssssressnsesneneeen 3. G O
6b. Inspected ceiling tiles, floors, and walls for leaks or discoloration (may _

indicate Periodic 16aKS) «...m st Kk o Q
6c. Checked areas where moisture is commonly generated (e.g., kitchens, ]

locker rooms, and bathroomS) e resiereeicserricn e a/ g 4
6d. Checked that windows, windowsills, and window frames are free of

CONAEIBALE ..cvremcrrnrierres e isi st ab st era st e o rspap s s s s et er s cansann m’ o a
6e. Checked that indoor surfaces of exterior walls and cold water pipes are

free of condensate \§L o Q
6f. Ensured the following areas are free from signs of leaks and water damage:

Indoor areas near known roof or wall 1eaks .......cocvveimmnriemese et - o Q

Walls around leaky or broken Windows ... A O 04

Floors and ceilings under plumbing ... A 4 4

Duet interiors near humidifiers, cooling coils, and outdoor air intakes ... 8. 9 0
7. COMBUSTION APPLIANCES
7a. Checked for odors from combustion appliances ... jﬁ‘ a Q
7b. Checked appliances for backdrafting (using chemical Smoke).......overvinnas \;D a a
7c. Inspected exhaust components for leaks, disconnections, or deterioration ...\ O O
7d. Inspected fine components for corrosion and 800t ..o ﬂ a o
8. PEST CONTROL
8a. Completed the Infegrated Pest Management Checklist. ... iiseiiininicn. % a Qa
NOTES



Waste Management Checklist
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1. WASTE MANAGEMENT

3. Complete the
Checklist.

s Check the “yes,”
nno’n or
“not applicable”

box beside each NOTES 4 A_Qj{j']/{‘
item. (A “no” . N A .
response C)U \( a\&(‘7 (/(PQ S d\,@ M@ [

requires further
attention.)

ocomnens | (5l £0efi1g ids o confaens

section as
necessary.

4. Return the checklist
porticn of this
document to the
JAQ Coordinator.

1j. Ensured any exhaust fans in the room are operating properly ...
k. Checked waste storage arcas for odors, contaminants, or signs of vermin...>

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

1. Reatlj( the IAQ d food waste containers should have ﬁss)P .................... (P .................. [
tBhicBga’(—:I)(Z?gﬁggn Ib. Ensured that waste containers are Hned.......c.cceeemnroreesmesrceinrcsmmnnecnenn Q4. 8 H
information for 1¢. Ensured that waste from art, science, vocational classes, etc,, are
this checklist. handled separately ..o e jﬁ o Q

1d. Labeled recycling bing Clearly ......oowumimimsrcesissmssssssssssssssssssssssssosssssres v qn

2. Keep the le. Ensured number of bins and dumpsters is adequate.......ovmeimininiinirninncniins @ 0 Q
ﬁ;gt?;:&gs and 1f. Ensured appropriate 109ation o_f dump:.sters (i.e., away fro_m air intakes,
make a copy of doors, and opcrabic.wmdows in re.latmn to prevailing winds) ...veceeeeiiiianan a @
the checkiist for lg. Ensured waste containers are emptied regularly ... ....ccovmmninnninisinnninn a a
future reference. ih. Ensured appropriate waste removal scheditle .o a a

o a
a2 0
o Q

1i. Ensured waste is stored in a well-ventilated room ;‘
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Instructions

1. Read the JAQ

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,"” ar
“not applicable”
box beside sach
itam. (A "no”
response
requires further
attention,)

» Make comments
in the “Notes”
section as
nacessary.

4. Return the checklist

portion of this
document to the
IAQ Coordinator.

Walkthrough Inspection Checklist

fw '\(t@ L//L(,{\ V3

Name:

School: f /’\ W$

Room or Aref;E"‘ ; X

Date Completed: _/ 2{/ 2;(/2";"’“

Signatre: 2 Lehu 1P Z/

1. GROUND LEVEL

Yes No N/A

fa. Ensured that ventilation units operate properly......oveemiciicninnininnninnnens - 4 Q
Ib. Ensured there are no obstructions blocking air intakes ..o B- O 4
lc. Checked for nests and droppings near outdoor air intakes ......coeneeenrcins A O 4
1d. Determined that dumpsters are located away from doors, windows, and

GULAOOE BT IEAKES -veeeeeeee s sae et sinassssrssssssenseesesmssessasesssras s st assossonss issssasess o< Qa 0O
le. Checked potential sources of air contaminants near the building

(chimneys, stacks, industrial plants, exhaust from nearby buildings) ........... Ja_ o Q
1f. Ensured that vehicles avoid idling near outdoor air intakes .......ocoveveeesrerccene Q.’_} a o
ig. Minimized pesticide appHEAHON ..o = Q 0
lh. BEnsured that there is proper drainage away from the building (including

TOOF AOWHSPOULE) 1uvuruerscrcerereeiseisssesssisamserssisss s rssasgsessanas s st sernesemcnsass s s arasssses p‘ a o
1i. Ensured that sprinklers spray away from the building and cutdeor

BIT IEAKEE «.veviseeirrirenesimcastesesatasesstnesssaseasssenssrasesrenesimiosisdshnsatatansnsntenesansrssasns - a0 Q
1j. Ensured that walk-off mats are used at exterior entrances and that

they are cleaned FEUIATTY ..ot s s s ~a a
2. ROOF
While on the roof, consider inspecting the HVAC units (use the Ventilation Checklist).
2a. Ensured that the roof is in go0d coOndition ... \&) a Q
2b. Checked for evidence of Water POBAIRE ...iweverrereeesirereeorerneree s rsssnsass ‘? Qg o
2c. Checked that ventilation units operate properly (air flows i) v - a Q
2d. Ensured that exhaust fans operate properly (air flows out) ....ccevinivcriiiranny S R
2e. Ensured that air intakes remain open, even at minimum setting § a o
2f. Checked for nests and droppings near outdoor air intakes ....eevereeriesiieisnnes \/Q] o a
2g. Ensured that air from plumbing stacks and exhaust outlets flows away

From outdoor aiT INEAKES ....ovccievcrree i Ff a O
3. ATTIC
3a. Checked for evidence of roof and plumbing leaks .......cocvveiiniiniicnnnisnnaes fif a O
3b. Checked for birds and animal BESES ..........rererecrmeerresssrssisissiressssrsemesssnsessas ‘?[ ~a o
4. GENERAL CONSIDERATIONS
4a. Ensured that temperature and humidity are maintained within .

ACCEPLADLE FANGES w.oeovvcerersiesiesictieiassmssiss s st s s s - 0 QO
4b. Ensured that no obstructions exist in supply and exhaust vents .........ccoveee. g a o
4¢. ChEcKed FOT OGOTS ...ooviieieiiriessiesrersereiseebsatas s ss s s aas bbbt jﬁ 0o o
4d. Checked for signs of mold and mildew growth ..o ‘Ff a



4, GENERAL CONSIDERATIONS {continued)

~Yes No N/A
4e. Checked for signs of water damagc\ﬁ\ a a
4f. Checked for evidence of pests and obvious food sources ......oveciirecciicennnne, v glla )
4g. Noted and reviewed all concerns from school occupants ..., ?\ a a

5. BATHROOMS AND GENERAL PLUMBING

5a. Ensured that bathrooms and resirooms have operating exhaust fans ........... Ff o a
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) E;
Toilets are flushed at least once per Week ....o.vovvvoreomeiecieiei s ?

OOo0
oo

6. MAINTENANCE SUPPLIES
6a. Ensured that chemicals are used only with adequate ventilation and when )ﬁ

building is UROCCUPIE ....oveciecrerernsrre e s st e sr e n s nusss b arenans a a
6b. Ensured that vents in chemical and trash storage areas are operating

PIOPEILY 1oeecece e ieeeria e s siesses s ereseaces s ras s s s ne s s e s sras s r s sersersesesredsanascas by~ N R
6c. Ensured that portable fuel containers are properly closed .......coiivineens a a
6d. Ensured that power equipment, like snowblowers and lawn mowers, have

been serviced and maintained according to manufacturers’ guidelines F a a
7. COMBUSTION APPLIANCES
7a. Checked for combustion gas and f1el 04OTS wevvreverrrrsrosrreeoerr e g oD Q
7b. Ensured that combustion appliances have flues or exhaust hoods.......ocovvran, > O 4
7¢. Checked for leaks, disconnections, and deterioration ... ivreneronsennen, ‘@U o a
7d. Ensured there is no soot on inside or outside of flue components................. .\@@ a a
8. OTHER
8a. Checked for peeling and flaking paint (if the building was built before

1980, this could be a lead hazard) ......coererreecemsiasinsessnesssssmssssmsinsessismesmnses o o
gh. Determined date of 1aSE TAAOM tESE ..e..ecvurceesreesercrnereessesrissssserarssesssessensrsmsssssasas ﬁ, a 4

NOTES



Instructions

. 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,”
"I'lO," 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.

Integrated Pest Management
Checklist

Name: r/\/\: E_:? s { za\
School: A ’,V\Ci>
Room or Arcz;tr? /1.‘/7 . s Date Completcd:Q/ 7{/ 2

Siguature:(/—ﬂyz ZV:ZW,{; /‘9 Mj/%

-

1. OFFICIAL POLICY STATEMENT

Yes No N/A

1a. Developed or located the school’s official policy statement for integrated

pest management ([PM} ..ot s st Wy Q o
2. DESIGNATING PEST MANAGEMENT ROLES
2a. Assigned and trained a qualified person to be the pest MANAZET ....vvvvvvresinenes g Q 0
2b. Involved decision makers in the IPM program .......cccocvnsmammsnnnicsen R a 0
2¢. Educated students and staff (the occupants of the building) about IPM

and asked them to keep their areas clean and free of clutter ...c.ovevereeineenes W 0 o
2d. Encouraged parents to learn about IPM practices and implement them

T 1Y ) 1= SO O OO OO VOO PP PP oo w
2e. Developed a program to educate and train all IPM participants ... \QL a o
2f. Included langnage about IPM into contracts with pest management :

Professional ... ..o vimiinniiinne e st e s s % a a

3. SETTING PEST MANAGEMENT OBJECTIVES

3a. Set appropriate pest management objectives for school buildings (such as
preventing pests from interfeting with students’ learning environment

and preserving the integrity of the building struchare} ......coceoncnmnisiinsinnnns X' o O
3b. Set appropriate pest management objectives for school grounds (such as .
providing safe playing areas and the best athletic surfaces possible) ............ h S R

4. INSPECTING, IDENTIFYING, AND MONITORING

4a, Inspected all buildings and grounds for pest evidence, entry points,

food, water, and harborage sites ... ‘S"{f) a a4
4b. Identified potential pest habitats in buildings and grounds .....ccccvreicnicinans W a 0
4c. Pinpointed the source of any current pest problems ..........c.coevneierinessssenns F a o
4d. Monitored to determine the extent of pest problems and to estimate pest

POPUIAEIONG +.voceeesictrcirsistess b semma s ens bbb sttt se bk sonms s }Bf a O
4e. Developed plans to modify habitat (for example, exclusion, repair, and

sanitation efforis) to prevent or resolve any pest problems ..o ? a Q
4f. Established a monitoring program that consists of routine inspections fo

estimate pest population levels and identify evidence of pests and

potential HabItal ... b s >§ a Q0



5. SETTING ACTION THRESHOLDS

5a. Bvaluated all available data obtained through inspecting, identifying, Yes No N/A
AN TOMILOTAILE ..vvecmerserrerersnsesssnsrreressessemsseessssenssrmemeabasatsbasbssas e ab st smassansas ~Z a a

5b. Determined how many pests the school buildings, grounds, and .
OCCUPANTS CAN LOIETALE ..ovriree ettt bbb e e *a 0

5c, Set action thresholds ..o i e E a a

6. PREVENTIVE STRATEGIES

INDOOR SITES

6a. Implemented appropriate strategies to prevent pests from inhabiting the following areas:
# BIETYWAYS 11veveeuinrrcenrerrmessesttsersomsosieesereremmseesbrombonsshsbbstsea s bas bt rabensesssa st s 4;‘2(: O 0
% CIASSTOOIMS 11vvvveeiasrrsssresrermssessess iomstsbsessamstnasssssssssssesisassesnonsonssbonsnssssansssness o o
* GYINNASIUINS - coiietirismtensssissnatssmsssscarts assine b s ne s s snsssms st sbnmsans s s snssnsnssaesdraass o o
® LOCKET TOOIIS uivuivarersrerrsrrsssiassmess sesisstssesasssisestssnssossonsssnssssinmanasssbanssnssnssnsasonsan o a
+» Offices }Q a Qo
¢ SHATE LOURNEES 11.vvvveevsrsssessnsansssrasesssnsassassasssssnesssenssesssasassssssos st bussissssssssssssns jﬂ 0O Q
€ BATHIOOIMS <...ooovvieeeisisesessessniesersssssrerssrssssesssessssssersssesatsesnsseas s sasas estassssasases *9 o Q
* Food preparation and Serving areas ... N O O
« Rooms with extensive plumbing ... e a G
» Maintenance areas g o o
L 63T O YOO YOOV TOTOT TPt \7?1 a o

OQUTDOOR SITES

6b. Implemented appropriate strategies to prevent pests from inhabiting the following areas:
¢ PLAYETOUNAS .ocverrerissssersereretsssssssesssessssssss s ssbsssassssisesssasss e essbesbaseasstessians a a ‘“ﬁ
¢ PATKINE 101 1eorerrrereeseseeseeesessssesssssssssssnsenesssesssssssssssranssassssssesssassessssssossocnsescers . 0 0
« Lawns and athletic flelds ........covocenmenniserermsrer et sssnsssrssenssssanes 0o 0
« Teaching gardens of ETEERROUSES ....v..rrrmsresmrssemererenesisens e st s sssssarsssans o 0O =
T O OIS ~ G = N =
& DDUIIPSEETS 11vvereecemceeeasceecresasssesaresccsssssserssersserasresssemnniesins st ssn s saarasns e bbb rassans ¥ o a
« Areag with ornamental shrubs and trees .....cvveervinrrerrrcemie e, o o
LN 1 175 OO PO PSPPSR OIS TST a G ﬁ_‘

7. PESTICIDE USE AND STORAGE

7a. Explored alternative pest management methods before concluding that

pesticides were necessary \%\’ o a
7b. Ensured that pest management professionals integrate [PM into their

pest management MEthods ..o ;ﬁf g Q
7¢. Identified the least toxic, target-specific chemical (or pesticide

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

preferably as baitsand granules ... oo ?ﬁ (=]
7d. Reviewed and followed all label instructions on pesticides and learned

how to properly apply and handle these chemicals ... ierncicciiinininens ){l a
7e. Used spot-treatment (or bait, crack, and crevice applications) to apply

pesticides whenever possible and only treated the obviously infested .

Plants in the Area ..ireriii s s )Sl o a
7f. Used protective clothing or equipment when applying pesticides *}2 o a
7g. Placed all pesticides in tamper-resistant bait boxes or locations that are

inaccessible to children and non-target SPECIES uccmiiin i s, ﬁ o qa




7h.
Ti
7.
7k.

7L

Tm,

.

To.
Tp.

7q.

8a.
8b.

8c.

PESTICIDE USE AND STORAGE (cont.)

Locked or fastened lids of all bait boxes and placed bait away from the Ye\s
NWAY OF the BOX .veverorrevreiciinii i et et s aresas % '
Applied pesticides when occupants were not present or in areas where :
they would not be exposed to the Chemicals ..., l#
Ensured that school occupants {students and staff) are notified of
upcoming pesticide applications through posted notices and/or lefters.......... g\
Ensured that parents are notified of upcoming pesticide applications -
EhIONEH LEHETS ....eocerrecrerscireerorrrenes st aas et st s s bbb b aain s /NC 1
Kept copies of current pesticide labels and information on pesticides X
£a811Y ACCESBIDIE .cverrremreresire ettt s s
Stored pesticides off site or in areas that are locked and accessible only to
designated personnel ... eee it e et
Ensured that storage areas are adequately ventilated and are located away
from areas prone to flooding or where spills or leaks may contaminate

the ENVITONMEDE .....ccivsiiersree e atsesrerismrsra s st st st ersanscesssstaassnsransssaranaiodoases
Ensured that flammable liquids are stored away from ignition sources .........
Ensured that pesticides are stored in their original containers and all lids

are securely fastened ... .
Ensured that air in the storage space cannot mix with the air in the central
VENHIAtON SYSIEM c.cueiirecenrn et s e nes em bt bs st s s s s >(

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 voeem i
Ensured that pesticide records necessary to meet all state, local, and school |
board requirements are MaiAEAINED ....vvveverieeeme et

Ensured that each log book containg the following items: /
= Copy of the pest management plan g

i

e

« Service schedules for maintenance of buildings and grounds.......cccenens! )

» Current EPA-registered 1abels ......ovvvrenirrcre ettt .
« Current Material Safety Data Sheets (MSDS) for each pesticide project.... 34
» Pest surveiilance data sheets ,’g

+ Diagram noting the location of pest activity, traps, and bait stations........... F

cC O OO 0 0 o o o Q%

|

oooo0C Do
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NOTES



Food Service Checklist

Name: [\l\{t‘ﬁ Q !’\I\T\( Zi~\
School: \VOYY\C
o

Room or Arca:‘faﬁg 1
B
Signature: __.= 4)’ //{ /

1. COOKING AREA

Kfedan ¥ Co {Imét.rt{: ﬂ@

Date Completed: /;2{ 2'; 25

Y Intaas
/4

A

Instructions
la. Determined that local exhaust fans operate properly (note if fans are Yes No N/A
1. Read the IAQ excessively noisy) \?9 O a
Backgrounder and {b. Checked for odors near cooking, preparation, and eating areas ... 7 G
the Backg round ic. Ensured that exhaust fans are used whenever cooking, washing dishes,
Informatlon for AN CIEATIIE 1.o.emocveesevecvereas e coessesasecsrmsenserssaas s saesas s sersnnserenssb s obboss s snasnsanassanes ‘ jﬂ Q a
this checklist. . . e :
{d. Determined that gas appliances function properly ... R T -4
2, Keep the le. Verified that gas appliances are vented oUtdOOIS .ovrerereeieiiinisinis st s n oW
Background 1f. Ensured there are no combustion gas or natural gas odors, leaks, back- .
Information and drafting, or headaches when gas appliances are used ..o a n 5{,
make 2 copy of lg. Ensured that kitchen is clean after use >Z] Q "a
the checkiist for . C . . . .
future reference 1h. Checked for signs of n‘ucroblologxcal growth in the kitchen, including )
) the upper walls and ceiling (for example, mold, slime, and algae).........creece. FF o Q
3. Complete the 1i. Selected biocides registered by EPA (if required), followed the
Checklist. manufacturer’s directions for use, and carefully reviewed the .
- Check the "yes,” method of apPCAHON ... et Q Q
“no,” or 1j. Verified the kitchen is free of plumbing and ceiling leaks (signs include .
“not applicable” ' stains, discoloration, and damp aTas)......ciiericirmsneersne e nnsniisiiones Pf a q
box beside each
item. (A “no” 2. FOOD HANDLING AND STORAGE
:Zgﬂ?:;ssefu rther 2a. Checked food preparation, cooking, and storage areas for signs of insects
attention.) and vermin (for example, fECES OF TEMAINS) ...cc.vcvieeriineerssmsrarsiinsssrasisssiases >4 0 0
2h. Stored leftovers in well-sealed containers with no traces of food on outside
) !Vlake ?‘omme?ts SUITACGES vvuvvserescanerseme sttt iessebsar st s s sn s ebss e s em bt sebea s enssasms s e e brbsb ar s . a a
'Sr;::‘izn I::tes 2¢. Ensured that food preparation, cooking, and storage practices are sanitary % 0 O
necessary. 2d. Disposed of food scraps properly and removed crumbs ........ovrereeseesoseciens a o
2e. Cleaned counters with soap and water or a disinfectant (according to
4. Return the checklist SCHOOL POLICY) cuvnrrrevesssvnssereressessessessseneasssasasesssesesessess nsssessensoecansssisssiassssssssss 1;{ g a
53?&?\;‘6‘;‘; tttﬁhe 2f. Swept and et MOPPEd FIOOTS murereerereceiaserererecssnrmsasiasimssssisassisnsssrsssacrssnens M o o
'AQ Coordinator. 3. WASTE MANAGEMENT
3a. Selected and placed waste in appropriate CODAINETS e - a0
3b. Bnsured that containers’ lids are securely closed ..., g a @
3c. Separated food waste and food-contaminated items from other wastes,
TEPOSSIDIE 1.eeeeee e etivi e ar s bed bbb s ebashss bR e R b > a0 4a
3d. Stored waste containers in a well-ventilated area ... ; Q 0
3e. Ensured that dumpsters are properly located (away from air intake
vents, operable windows, and foed service doors in relation to
g a

prevailing winds) B(



4. DELIVERIES

Yes No N/A
4a, Instructed vendors to avoid idling their engines during deliveries ............... >2&  a
4b. Posted a sign prohibiting vehicles from idling their engines in

TECEIVINE BFEAS ..ivivvinsriiismssissisriosssismsnesessnas e st s sa st st b s bt st a o m

4c. Ensured that doors or air barriers are closed between receiving area

and kitchen 7:_ o Q

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,
aswellas a

copy for future
reference.

. Complete the

Checklist.

= Check the “yes,”
nno’n 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
IAQ Coordinator.

Ventilation Checklist

Wike [z epn

Name: iy
School: \/& 9 ﬁqg i £ E_g .
Unit Ventitator/AHU No{"w’u‘s ,,v 0? 3, l‘,/,’ 5 5@ / = C}, 'E‘QU? }w Z‘)ﬂ7

Room or Area: Date Completed: / %é/zg-.

signtass Ll | /749‘22744

/

1. OUTDOOR AIR INTAKES

1a. Marked locations of all outdoor air intakes on a small floor plan (for Yes No N/A

example, a fire escape 00T PlAn) ...ovveieervrreicessser s s W O Q0
1b. Ensured that the ventilation system was on and operating in “occupied” .

IOAR oo iiisinrensssrsrsas s ese e eres s e b4 Ab RO RS R AR BT P IR SRR SRRSO ? I
ACTIVITY 1: OBSTRUCTIONS
lc. Ensured that outdoor air intakes are clear of obstructions, debuis, clogs, N

OF COVELS 1vuvvnrmevminssbasessassrsmasensassontassesssasasesseabbssssbat s sann toaabss a b ey as i bns s sonaarises Fi Q 0o
1d. Installed corrective devices as necessary (e.g., if snowdrifts or leaves .

frequently block an intake) \?' o u

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

docks, and bus-idling ar888) .....ciceermrieamsieniiss s e s g Q
If. Checked rooftop intakes for pollutant sources (plumbing vents; kitchen,

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

2ir-conditioning COONNE LOWETS) c.uuueruurerrermsneimssiosssimmiisissississassssbossssssssssos F; aQ
1g. Resolved any problems with pollutant sources located near outdoor air )

intakes (e.g., relocated dumpster or extended exhaust pipe) ......ccoiveeeinninne ¥ 0o Qo
ACTIVITY 3: AIRFLOW

20
0o

k)

h. Obtained chemical smoke (or a small piece of tissue paper or light plastic).,
1i. Confirmed that outdoor air is entering the intake appropriately ...cocvurreecen:

2. SYSTEM CLEANLINESS

ACTIVITY 4: AIR FILTERS RN P ygar of Moy

2a. Replaced filters per maintenance schedile ..., ]Zl: O a

2b. Shut off ventilation systern fans while replacing filters (prevents dirt from
blowing dOWNSIEEAIMY) v iiereievcisnniiir et >@ a o

2¢. Vacuumed filter areas before installing new filtcrs?— a 0

2d, Confirmed proper fit of filters to prevent air from bypassing (flowing S ers V"‘ﬂé@ﬁ/
around) the AIr FIlter ..o e . a a

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

2CCUMUEALINGY oot
2g. Cleaned draill PANS ..uv ittt sssetstsses ssarssnass
2h. Checked drain pans for mold and mildew ...

ACTIVITY 6: COILS

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

ACTIVITY 7: ATIR-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 ...
2k. Ensured that ducts are clean ... s

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

Yes No N/
..... a a
..... O Qa
..... o o

2m. Ensured that mechanical rooms and air-mixing chambers are free of trash,

chemical products, and SUPPHES ..o s

3. CONTROLS FOR OUTDOOR AIR SUPPLY

3a. Ensured that air dampers are at least partiaily open {minimum position) ‘ﬁ« a

3b. Ensured that minimum position provides adequate outdoor air

TOT OCCUPADES 1\11revsresiseesreire st essssssss e ssts s s s s s aa s am e s v bt

ACTIVITY 9: CONTROLS INFORMATION

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

‘§L\ O o

tequirentents, condrols specifications, as-built mechanical drawings,

and confrols operations manuals {often uniquely designed) .....onciiinnns

ACTIVITY 10: CLOCKS, TIMERS, SWITCHES

3d. Turned summer-winter switches to the correct position ...
3e. Set time clocks appropriately ... s .

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

night/Weekend USE) ....cocvreecrmrere ettt st s snsnssse e

ACTIVITY 11: CONTROL COMPONENTS

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

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

blow down the tank) ... e b b e sn i et i
3j. Set the line pressure at each thermostat and damper actuator at the proper
level {no leakage or obsITUCHONS) .o s

ACTIVITY 12: OUTDOOR AIR DAMPERS

3k. Ensvred that the outdoor air damper is visible for inspection..........cvcrvieceens )

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

fOr INSPECLION 1ouveereiee s remrcst s s s e s s e s s e s b

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

OD
oo

..... o o
..... O O
..... a o )g
..... Q a)z

outdoor air damper is within the normal operating range ...........conivineaee [ R

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

range o continue,
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3n.

30,

3p.

3q.

3r

CONTROLS FOR OUTDOOR AIR SUPPLY {(continued)

Checked that the outdoor air damper fully closes within a few minutes ~ Yes No N/A
of shutting off appropriate it handler ... =
Checked that the outdoor air damper opens (at least partially with no dela
when the air handler is fENE 01 ..vuvecrmrvesnercresmnssrseseresscsisecoenmmentgd - 0 8
If in heating mode, checked that the outdoor air damper goes to its
minimum position (without completely closing) when the room
thermostat is set to 85°F jE( a a
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 ..ovinrinerrrersieeecsrisrassrsssanass o ﬁ.
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 Dolts are tEhL ... e a )g-
«  Moving parts are free of impediments (e.g., rust, COIToSion) ,..ivoevcenins o a F’
+ Flectrical wire or pneumnatic tubing connects to the damper actuator....... a o
« The outside air thermostat(s} is functioning properly (e.g., in the right
location, calibraied COTTECHY) ... e s e a o

Proceed to Activities 13—16 if the damper seems fo be operating properly.
ACTIVITY 13: FREEZE STATS

3s.

OR
3t

3u.

Disconnected power to conirols (for automatic reset only) to test continnity )
ACTOSS TETITHNALS oovevrrirerirics it s e s s bt s s a a )3\

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

BEIDDEA) 1ereerescesseneseeseeesesessssesessesssseasssenmse s e sssssss s ese st sssesss s ecraiisssi >&‘r Q0 a
Assessed the feasibility of replacing all manual reset freeze-stats with N
AUTOMALIC FESEt FIEEZE-SIALS .- oo..vetusriie s s s ab s a o \ﬁq

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 .
F81 65F 1o secscnsssssssssse st o oM
3w. Ensured that the mixed air stat for cooling mode is set no lower
than the room thermostat SEHINE ..o e a o /E

ACTIVITY 15: ECONOMIZERS

3x,

Confirmed proper economizer seftings based on design specifications or _
JOCAL PRACHCES 1ooeeueemsreeaecenerssenes s remesssssemstssarenm et sassssssssssssn s assasas s st sonss o aQ ﬂi

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

3y.
3z,

Ensured that dampers operate properly {for outside air, return air,

Checked that sensor on the economizer is shielded from direct sunlight ....... Q G )ﬂ
exhaust/relicf air, and recirculated air), per the design specifications............ g G

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) ..., a a

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 syste

PErfOrm a8 FEQUITEA ..o s s s e s s a0 a
4b, Ensured that passive gravity relief ventilation systems and transfer grilles
between rooms and corridors are fINCHONING ...cvvereecem e g 0

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

4¢, Made sure every occupied space has supply of outdoor air {mechanical
system or operable WINAOWS) .........wicrreemrmsssimmansismmsnrsammssssssemsssassssssssnsssssssens
4d. Ensured that supply and return vents are open and unblocked

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

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

AIT SUPPLY crvverieernesesares s cssiss s st s s sasn st s asms s srs e bmsenb et s a0 o0 )gll
4f. Modified existing HVAC systems to incorporate any room or zons layout

and population ChABEES ...cvvereerc e st e ssrsa s b rneasins a G 3&
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 ..........covvirivermnesreennenns a “;ZI_'
4h. Ensured that unit ventilators are quiet enough to accommodate classroom

ACLIVATIES ©ooructecaierirenresessrne i st st eas b snsas bbb sh e st b n e msrarsbe b sn s en e ranas 3 ?
4i. Ensured that classrooms are free of uncomfortable drafts produced by air

from SuUpPlY termINALS ..ocovcveereir e e bt }Q a 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 OPETUBESY e rerrrerirssiciiiimiisisinessssnsessesrssesssnsssmsmseasust stissanens a a )ﬁ)

5. EXHAUST SYSTEMS

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

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

="

- g w W ww -

« Obstructed, leaky, or disconnected ductwork RQ // e / EP/ ﬁ'm EP N Ce i/(f’?ﬂ/‘ LL:L{/’I?&&/
+ Undersized or improperly installed fan R L/r Aﬂ 4 ( £ i«’f/@,‘f‘ 7”\ @ 7 L‘Q &'96[ %‘
oo BFS (61 e ¢

« Broken fan belt

Lubricated EE Mitscy bbwor ﬁv Wl atice area



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

NOTE: Prevent migration of indoor contaminanits 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
AAJACEDE SPACES c..eriviivereeieserieseissessesrsr s srsesssess essas s sb s A et e et arasE e s a a

L]
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]
)
}
}
4
¥
¥
)
)
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Stand outside the room with the door slightly open while checking airflow high and low in
the door opening (see "How to Measure Airflow”),

Sc. Ensured that air is flowing toward the exhaust intake ‘?A a Q

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 ... .. icevreecincnenns O Qa

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

TUTHE 1vv.v1 1o sves s e RS SR Q o X

6b, Calculated the number of occupants served (22b) by the ventilation unit )
Under CONSIARTAON ..o vieeeeriirrrreree it st s bbb er s e sss s sase s a Q F
6¢. Divided outdoor air supply (22a) by the number of occupants (22b) to
determine the existing quantity of outdoor air supply per person (22¢) ......... a o )EI

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

Tevels i TAble 1...oiiceereeser ettt a b e s sb s s a a
6e. Corrected problems with ventilation units that supplied inadequate

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

the recommended levels in Table 1 ... e a o

NOTES Al ~ Fters aure Cﬁwﬂw QK pef year yre s
Jecessary, W, = (fes (ow ks f/\cufe‘ boos ‘“ﬁg//vw and CQlters ¥
PVDWh?. A oA \ o cench: a't— 7[\(#&6‘5 cre 7‘&)‘%% 7[0 ;U)F /\f/f” 76 S?Zo,az%w( ﬁ%/
Faps botween ﬁf?bii Units oAb pot have AiC, Ay 143
e heat & Ale , AU 2 only has K | wo Juatt A ot er
{/LVCJ‘( and W M’\ﬂ( [/Mﬁ )d%ﬂ\’l av] /Vf 7j\{ ELV on 7‘//\Q S‘q//a/a;u
Sl peeded wreew belts amd Fhay prece Al
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